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Step-by-Step Tutorials

It’s time to jump into the database fast lane! By the time you finish the lessons in this tutorial you’ll have a
solid foundation in the basic techniques you’ll need to use Panorama effectively.

This tutorial is divided into four lessons. Each lesson builds on the previous lessons and introduces more
advanced topics. In “Lesson 1: Building Your First Mailing List Database” on page 4 you’ll learn how to cre-
ate and set up a simple mailing list database. In “Lesson 2: Building and Organizing a Checkbook™ on
page 90 you’ll not only build a simple checkbook register file but also learn several techniques for organizing
and summarizing the checkbook data. In “Lesson 3: Building an Invoice Database” on page 176 you’ll create
a simple invoice for creating and tracking orders. Finally, in “Lesson 4: Building a Price List” on page 194
you’ll create a price list and link it to the invoice database. Each lesson should take from 30 minutes to an
hour to complete. The lessons are designed so you can easily follow along and actually build each database
as you read. There are plenty of illustrations to show what the screen will look like at each step, so you don't
need to worry about getting lost.

Before you begin, you’ll need to install Panorama on your computer. If you haven’t done so already, see
“Installing the Software” on page 75. It’s not necessary to activate Panorama to complete the operations in
this tutorial. If you haven’t purchased Panorama yet you can try out the tutorials before you decide that you
want to purchase Panorama (see “Using Panorama’s “Demo Mode””” on page 90).

I hear the bell—class is about to begin. It’s time to get started with your new Panorama career! | hope you
have as much fun learning Panorama as we had creating it for you.

Sincerely,

Jim Rea, President

P.S. This tutorial teaches you how to work with Panorama. It assumes, however, you already are familiar
with your computer and operating system. You should be able to point, click, and drag selections, and be able
to make selections from menus, use scroll bars, and edit text. If you are not familiar with these skills, you
should review the tutorial information supplied with your computer.
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Lesson 1: Building Your First Mailing List Database

A mailing list for storing names and addresses is one of the most basic database applications, and is very sim-
ple to create with Panorama. Double click the Panorama application to start (or, if you are using Microsoft
Windows, use the Start menu. Panorama will automatically open the New Database Wizard, shown below.

(If you are already in Panorama you can open this wizard by choosing New File from the File menu.)

click here to choose from a list of templates

860

New Database Wizard

P e @

Tulﬂwﬂu

Humber of Ling Ttem (01} Fields: |:|

Enber gach field name on a separate line (Name, Descrigtion, Phane, eic. )

Numeric figds must end with # [integer), /0n#, Pricet, Weight., etc.)
5 (maoney) or . (floating point)

Date felds must have date in the fname [Date, ChackDate, Invoicallate, aic. )

T specify default wvalue use =value (Country=LISA, City=" [ditta],
Invoice # =+, Date=haday)

T assign a caloulation use =[formula) Tolal$={Subtotal + Shipping & Tax
Amounts =0y =Price )

TEHFLATES ACDD IMHFORT HRARKE BHELX OFEH OFEHR DFER Lo i FREFSE
FIELDD TEXT FILE DATAEASE RECEHT FAVORITE LI.IIIHED- EXAMFLE

Figkds Cuick Refarence

A

Metes/Tnstructions
New Database Wizard

To create a new database, sirmply enter the names of the fields wou want to create
in the boo 8o the beft, one Field per line. You can start with the blank form shown
here, ar slart by selesling & pre-built lemplate from Template menu Cal the lop
of thiz windoww). &fter the fields names are entered press the Make New
Database bution.

Importing a Text File

T create a new database frrom a tab or cornrna delirnited text file, press the
Import Text File button and select the file, The first line of the file will appear
i the Biocd B0 the beft = one foeld per line. I the farst lire of the fext file contains
the Fleld nares, just press the Make New Database bubton to create the
databaze and import the data. i the first line contains data, simply replace each
data item wifh the name wou want fo use for the fizld, Don't 2dd or remove any
lines, You gan alzo add suffixes for numerio fields | default values and aaloulations

(e below).

i
v

0

.
v
P




Your new mailing list database will have seven fields — First, Last, Address, City, State, Zip and Phone. (See
“Fields” on page 213 for a complete explanation of fields.) The wizard has a template for a database that is
very close to this, to select the template press the Templates icon in the toolbar. The template selection dialog
will appear.

Choose Template

Basic Mailing List

Thiz template crestes a very minimal malling list. Onee the database has been
created wou can 2et up rmailing labelz wzing the Mew Farm cormard in the Yiew
e, Click the Quick Label button, then select the fywpe of label and label
oontents,

Contacts (Advanced)

When entering data, Panorama will automatically capitalize the first letter of each

Checkbook word typed into the Hamne, Address, City and Country fields (for example John

Expense Report Srmith, ‘3-:!| Fr_:n;i:--.--.-:l. all DEIHEE‘!- byped info the Slate field will be capitislized (for
exarmnple Ca, THD I wou don't like this autornatic capitalization wou can change it

Phone Log after the database iz created with the Fiel Properties cormand in the Setup

To-Do List e

Time Card

Time Card 2

Price List

Price List (Discount)

Invaice

Parts and Labor Invoice
Product Inventory

Equipment Inventory

{ Build Database Now ) (_ Cancel ) { Choose )

A

Select Mailing List and press the Choose button. The list of fields will appear in the main New Database Wiz-
ard window.

.-'._.'H. -'
7 : '-
A -1
TEMFLATEE ADOD IMFORT MAKE HELU

FIELD TEXT FILE DATAERESE

Fialds (Mailing List)

Fir’gt F Y
Last -
Address

City m
State

Cip

Country

This template isn’t quite what we wanted for our new database — we don’t need a Country field but we do
need a Phone field. To fix this start by double clicking on the word Country to select it for editing.

Fields (Mailing List)

First ik
Last -
Address

City m
State

Cip

Country
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Now type Phone to change the name of this field.

Fialds (Mailing List)

First r' Y
Last

Addreszs
City m

State

(:thne )

At this point you could press the Return key to add more fields, or edit or re-arrange the existing fields, but
for this example we are done and ready to create the new database. To do this simply press the Make New
Database icon in the toolbar.

8060

click here to create the new database

[ field names

When you press the Make New Database tool the wizard will create a new database for you. The database is
displayed using a row and column format called the data sheet. The new database contains one blank record
(line) and seven fields (columns).

@& OO Untitled
First Last Address City State Zip Phone 4
L

1 visible/1 total | al» Yal»
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Entering Data Into Your New Database

The new database is ready to use immediately — you can just start typing to enter data. For example, to enter
the name Bob simply start by pressing the key. A small pop-up window will appear over the current cell.
This pop-up window is called the Input Box and is used for all data entry in the data sheet(see “The Input
Box on page 276).

o (Y M Untitled

[ | First Last Address City State Zip Phone ' 1

L

EN— 0

Complete the entry of the name by pressing [2][]. Notice that Panorama automatically capitalized the first
letter of the name. We’ll show you how to turn this feature on and off later (see “Automatic Capitalization™
on page 285 if you can’t wait).

CRBNS) Untitled

L | First Last Address City state Zip Phone 1

‘

When you’ve finished with the first name press the Tab key to move on to the last name.

o (Y M Untitled

[ | First Last Address City State Zip Phone ' 1

L

Bob || | m

Continue typing and pressing the Tab key until you get to the phone number. When you tab into the Phone
field you’ll notice that Panorama automatically types in the ( for you.

Untitled
L Last &ddress City State Zip Fhaone

[LIL}{ P

smith 1414 Rirmrock Eoad Las Yegas MY 9104
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The New Database Wizard has set up an Input Pattern to make typing the phone number easier (see “Input

Patterns” on page 293). All you have to type is the numbers, for example [Z1[o] 2]« 11 =] o] 2] ]. Pan-

orama will type in the punctuation for you.

OO0 Untitled
| Last Address City state Zip Phone 1
L
smith 1414 Rimrock Road Las Vegas N BS104 |(702) 487-902 m

Panorama types in (, ), space and - for you

Once you’ve finished entering the phone number you have a choice to make. Press the Tab key if you want to
add another line and continue editing data.

OO Untitled
[ | First Last Address City state Zip Phone 1
T
smith 1414 Rimrock Road Las Vegas MY Bo104 (702) 4 7-o08"

Bob
2,

Press Return or Enter if you are done with data entry for the moment.

® OO Untitled
[ | Last Address City State Zip Phone ' 1
L
smith 1414 Rimrock Road Las Vegas NY B9104 "

Making Corrections

It’s easy to change the contents of any cell. Start by double clicking on the cell. This opens the Input Box,
allowing you to type in a new value or to make corrections.

®O0O Untitled
Bal Last Address City state Zip Phone %
L
smith 1414 Ri Las Vegas MW B9104 (702) 487-9023 m

double click to edit cell

Press the Enter key or click on another cell when you are finished. (You can also press the Tab key if you want
to skip to next cell and edit it too.)



Editing a Multi-Line Cell

If you need more room to enter your data, you can expand the size of the Input Box. For example, you might
need to expand the Input Box to enter an address with more than one line. To expand the Input Box, move the
arrow to the lower right hand corner of the box. When the mouse reaches the corner, the arrow will flip over
so that it is pointed down instead of up.

®O0 Untitled
Last Address City state Zip Phone 1
v
smith 1414 Rimrock Road Las Vegas MW B9104 (702) 4B7-9023 m

mouse “flips over” in lower right hand corner

When you see the arrow flip over, press the mouse and drag the corner of the box to the size you want.

SO0 Untitled
Last Address City state Zip Phone 4
v
smith | 1474 Rimrock Hudd as MW B9104 (702) 487-9023 m

When you release the mouse the Input Box will expand to the new size.

00D Untitled
Last Address City State Zip Phone 1
v
smith | 1414 Rimrock Road “hs N BS104 (702) 4B87-5023 m

Now that the Input Box has been expanded you can use the Return key to add additional lines to the data
cell. You can add as many lines as you like.

OO0 Untitled
Last Address City state Zip Phone +
v
Smith 1414 Rimrock Road “Bs NV BO104 (702) 487-9023 m

| Apt 4-g
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When you are finished editing the address press the Enter key. The Input Box closes and now you can only
see the first line of the data. (If you want to see more than one line of data in a cell that is not being edited you
must use a form, see “Displaying and Editing Text” on page 565).

®O6 Untitled
Last Address City state Zip Phone 4
v
smith 1414 Rimrock Road Las Vegas N B9104 (702) 487-9023 m
only first line of text is visible in data sheet
If you double click to edit the data cell again Panorama will remember the new size of the Input Box.
OO0 Untitled
Last Address City State Zip Phone +
L
Smith | 1414 Rimrock Road ‘ps N B9104 (702) 487-8023 m
Apt 4-G
You can adjust the size of the Input Box any time it is open.
@O0 Untitled
Last Address City state Zip Phone 4
L
smith | 1414 Rimrock Road Las Vegas MY BE104 (702) 487-9023 m
Apt 4-G
If the Input Box is less than one inch high it won’t have a scroll bar.
& 00 Untitled
Last Address City State Zip Phone +
L

smith | 1414 Rimrock Road Las Vegas MY B9104 (702) 4B7-8023 m
lﬂ-.pt 4-G \

To learn more about expanding the Input Box see “Expanding the Input Box™ on page 277

]
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Saving Your Work

To permanently store your new database choose the Save command from the File menu. Using the dialog,
choose the folder you want to save the database in. Type in the name of the file and check the Save Window
Positions option (see “Saving Window Positions” on page 86). When everything is set up press the Save but-
ton.

type in name of file select folder you want to save file in

N

/
Save As: av Mailing List / 8

[-ll I'] i—l-||I[|1 z[‘-jTutﬂrial I'H
% Network

&
! Jaguar | .
=) Classic b
= Panther
o Alaska
[l Fire Jaguar

Mame 4| Date Modified

L Fire Panther
[ Fire Classic
L] Fire Alaska
| isightWeb ... &

.~ CocoaGest... &

g Desktop

[ Operations
A Applications
A4 jimrea

s Mnvramantc

4wl
Iy

@ Panorama () Text Only ( Set

| Automatic save after 20  minutes
| Keep backup copy (.b) of database
W save window positions _ No windows

(ew Forder) e )
s

tell Panorama to save window positions
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If you are using a Windows PC the dialog looks a little bit different but the procedure is exactly the same.

select folder you want to save file in

Save As

Save in D\HEEMIE%MPLEFILES - B ek [ =l

Chart of Accounts. pan El Fayablez. pan
Checkbook. pan

E ztirmates. pan

Expenze Log.pan

Flaw Chart. pan
FormSize. pan . _
Type in name of file
File narme: by Mew Databasze / Save
Save az type: | Panorama D atabaze File 1. pan} j Cancel

[T Automatic zave after Iﬁ minutes
[T Keepbackup [bak] copy of databaze
%ve ‘window Pozitions [ Mo windows

tell Panorama to save window positions

After the file is saved the name of the window will change from Untitled to the name of the file, in this case
My Mailing List.

06 My Mailing List
[ | Last Address City State Zip Phone 11
L
smith 1414 Rimrock Eoad Las Vegas MY B9104 (702) 4B7-8023 m

|
L i
1 vizibles1 total IERS L) RALSW
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Importing Data Into the Mailing List

If you already have data in another program (FileMaker, Access, Excel,etc.) you can transfer that data to Pan-
orama by exporting it into a text file (tab or comma delimited) and then importing it into Panorama. Pan-
orama includes some text files with sample data, so we’ll import one of those files now. Start by choosing
Import Text from the File menu. The wizard opens and lists the fields in your database on the right hand
side.

name of database data will be imported into

860 Text Impu&izard
Text File D*baﬂ File Options
My Mailing List # Append [ Replace

Sample Data Fatriaula Sarmple Data
1]

FPhone

fields in database

The next step is to select the text file that contains the data to be imported. Normally you would choose
Select Text File from the Import menu, then locate and choose the file you want to import using the standard
file selection dialog. For this demo, however, we’ve prepared sample data that is ready to use. Simply choose
200 Sample People.txt from the Sample Text submenu of the Import menu.

File Editm Database Templates Special Wizards
Select Text File...

Sample Text p I 200 Sample People.txt

| 2k Sample People.txt
mport Data

——
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Once the file is selected the wizard will display the data in the first line of the text file. The text file contains 15
fields, including name, address, phone, fax, email and birthday (not shown).

name of text file being imported

[

BGF"\

Text Import Wizard

Text Efla
200 Sarnple Peaple txt

Field <[> Sample Data
G -
m Barbara

cClo
FSl Memphis Consultants The
EE2) 155 Elm Ter
= Conandaigua
GED 1
14425

BE (716} s48-5619
BEY (7163 s48-2322
M borbara209kdcreati

et

Catabaze File Options

My Hailing List # Append [ Replace

Field Farrnula Sample Lata

= EIG

rd| o] o

ool . T
|
1

Phone

s

| \

f_

irst line of data in text file

Before you can import the data you must assign the fields in the text file to fields in the database. Start by

dragging Barbara to the First field.

B{_’}f"ﬁ

Text Import Wizard

Text File
200 Sarnple People txt

Field Z[» Sample Data
K =
=y Eorbara - oo

Mo l denhauer

Catabase File Options

My Mailing List # Append [ Replace

Field Forrnula Sarnple Lata

When you release the mouse the wizard will assign the second field from the text file to the First field.

BGF"\

Text Import Wizard

Text Fila
200 Sarnple People txt

Field [ Sample Data
ey 1=

m Barbara

T

CLatabase File Options

My Mailing List

rmu :

second field of text file assigned
to this database field

™ Append [ Replace

Sarnple Data
Barbara
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Drag each of the text fields you want to import onto the corresponding database field. You can check your
work by looking at the Sample Data column.

60 Text Import Wizard
Text File [atabase File Options
200 Sample People txt My Mailing List # Append [ Replace
Field <[> Sample Data Formula Sample Data
m P=. . LT Barbara
m Barbara ---"" " ceddan Mo ldernbouest
- RI=ie 155 Elm Ter
{1=FE Cananda i gua
o] B H+
]l 14425
o] 2an (TG} B4E-5619
B3
14425 T
B (716} 848-5619 -
BES (716} s48-z322
M borbarazfdlcreat i we .net
|F.‘e.'d5 in the databane the fexd is being imnporfed inde. Orag idenns frane dhe laF fo assian inmoort Fields do dadabase Fields, | =

Once all of the fields are set up choose Import Data from the Import menu.

File Edit Database Templates Special Wizards
8 o0 Select Text File... tImport Wizard

Databasze File

200 Sarmpl My Mailing List
Id <[> Sample Data Field Formula Sa
u M=. i e Barbara
e Mo ldenhau

u Barbara

The wizard will import the data from the text file into the database.

Imported 200 records from 200 Sample
@ People.txt.

ok )
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Your database now contains 201 records — the single record you typed in plus the 200 records imported by
the Text Import Wizard. The total number of records is displayed in the lower left hand corner of the window.

& O6 My Mailing List
L | First Last Address City State Zip Phone *
L
Moldenhauer 155 Elm Ter Canandaigua NY 14425 (716) B40-56
Karen Bryant 3585 E 3Th Blvd. Garden City GA 31408 (B12) 52B-06:
Deborah Wolf B503 E. Glenbrook Ave Eureka Ca 95503 (707) 44B-86;
Timonthy Dobbins 539 E Clayton Ln Jenison M| 49428 (616) B33-51:
Kelly Gage 577 5. Charlotte Lane Bloomfield M. 07003 (201) B47-64:
Marilyn Pratt 34423 E. Hunt Rt Montrose NY 10548 (814) 810-70¢
Theresa  Tracy 777 W Stewart Way sargent BIuff | & 51054 (712) 547-56
Charles Lowe 838 West Laura Trail Winter Park FL 32793 (407) 544-B7:
Michelle stern 10773 E. Pioneer Dr Cincinnati CH 45207 (513) 407-55¢-
Kathy Root 32104 5 18Th Pkwy 5t George uT B4770 (BO1)611-92:,
George M:Mﬂn 720 5.E. Florence Ter Brooklyn WY 11204 (718) 488-577 a3
201 visblrz01 fotal I « rﬁq“ C TR " i Toremen “'-n-l";r,f

total number of records in the entire database

Before you go any further you should use the Save command (in the File menu) to save the new data in the
database. Since you have already saved this file once and given it a name, Panorama will quickly save the file
without asking you for the name and location again.

Since we’re done with the Text Import Wizard for the moment, click on it’'s window to bring it forward and
then close the window.

% e M Text Import Wizard
Text File Catabase File Options
200 Sample People txt My Hailing List # Append [ Replace

To learn more about the Text Import Wizard see “Using the Text Import Wizard” on page 111.

Adjusting Column Widths, Font and Size

To adjust the width of a column in the data sheet move the mouse anywhere over the column name. When
the mouse is over the name it will turn into a double left/right arrow.

mouse turns into double left/right arrow

®O6 My Mailing List
[ | First Last Address City state Zip Phone 1
v
Barbara Moldenhauer 153 Elm Ter Canandaigua NY 14425 (716) B40-56"
Karen Bryant 3595 E 3Th Blvd. Garden City GA 31408 (812) 52B-04"

Deborah Wolf B303 E. Glenbrook Ave Eureka Ca 95503 (707) 44B-86;

-
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To adjust the column width press and drag to the left or right.

® OO My Mailing List

[ | First Last oo AOAFESS - - Bas City State  Zip Phone 1

v

Barbara }ﬂuldenhauer 123 Elm Ter Canandaigua MY 14425 (716) E-le—EE'm
Karen 3ryant 3595 E 5Th Blvd. Garden City GA 31408 (912) 532B-08!
Deborah '§anf B503 E. Glenbrook &ve Eureka Ca 95503 (707) 44B-86;
Timonthy f:]ubbins 539 E Clayton Ln Jenison M| 489428 (616) B33-51:
Kelly f'jage 677 5. Charlotte Lane Bloomfield M. 07003 (201) 547-64:
Marilyn ?ratt 34423 E. Hunt Rt Montrose MY 10548 (514) B10-70¢
Theresa  Tracy 777 W Stewart Way sargent Bluff | & 51054 (712) 547-56
Charles f_uwe 038 West Laura Trgil Winter Park FL 32793 (407) 544-B7:
Michelle Etern 10773 E. Pioneer Dr: Cincinnati oH 45207 (513) 407-55¢:

Kathy Root 32104 5 18Th Pkwy 5t George uT B4770 (BO1)611-92:,

George McMahon 720 S.E. Florence Ter Brooklyn MY 11204 (71B) 48B-97" _

& EJI.:ll; vIEIbIEIIIIE%‘ILtJDtaI | 1 ...... P .imBﬁF.ﬁ..rlh E PP R AL | S 1 - [l | L K Wl B | A H!".Iﬂ""l;r .--:-:E

When you release the mouse the column width will be adjusted.
&0 My Mailing List

L | First Last Address City State | Zi %

L

Barbara Moldenhauer 133 Elm Ter Canandaigua Ny 1-m
Karen Bryant 3595 E 53Th Blvd. Garden City GA 3
Deborah  Waolf B>03 E. Glenbrook Ave Eureka CA 9
Timonthy Dobbins 639 E Clayton Ln Jenison Ml 4!
Kelly Gage 677 5. Charlotte Lane Bloomfield NJ o
Marilyn Pratt 34423 E. Hunt Rt Montrose NY 1t
Theresa  Tracy 777 W Stewart Way sargent BIuff | & 2
Charles Lowe 038 West Laura Trail Winter Park FL 3:
Michelle stern 10773 E. Pioneer Dr  Cincinnati OH 4.

Kathy Root 32704 5 18Th Pkwy 5t George uT B4

George McMahon 720 5.E. Florence Ter Brooklyn NY | p

. EEI; vISIbIEIIIIEE1 I‘l:_ll:l‘l:'aI | " P r B AT T A Dme s Pl o s B [ (el } : " : ﬁ

You can use this technique to adjust the widths of as many columns as you like (see “Changing the Width of
a Field” on page 217).

® OO My Mailing List
L | First Last Address City state Zip 11
v

Barbara Moldenhauer 155 Elm Ter Canandaigua  NY 14425 I m
K.aren Bryant 3393 E 3Th Blvd. Garden City GA 31408 |
Deborah  Wolf B503 E. Glenbrook Ave Eureka CA 895503 | )
Timonthy Dobbins G539 E Clayton Ln Jenison M 489428 | )
Kelly Gage 677 5. Charlotte Lane Bloomfield M.J 07003 (201) 947-6456
Marilyn Pratt 34423 E. Hunt Rt Montrose NY 10548 (814) B10-7088
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Use the Text menu to change the font and size of the text displayed in the data sheet.

M Search Sort Math Setup Wizards

Font 3 My Mailing List

K Size > 9 point State Zip

H 10 -
3 Moldenhauer 153 EIm daigua NY 14

v 12

Bryant 3505 E 5T ncity GA 31¢
h  waolf gso3e.g 14 a CA  95¢
hy Dobbins 630 E Clay 18 In Ml 48

Gage 677 S.Ch 24 field NJ  OFC

Pratt 34423 E. 36 bse NY 105
a Tracy TTTWSH  4q nt BUff 14 51C
3 Lowe 838 West rPark FL 327
:  Stern 10773 E] sg[ Pati  OH 45z

Root 32104 S orge UT  B47

McMahon  720S.E F  DOWn D o NY 11z
siblerz0l total [ 4 Other. .. i - —
I | PNy SNy = 0,y ST EG | PRV Ev R WS

When you change the size of the text Panorama changes with width of each column proportionally, so that
you do not need to adjust the widths of the columns.

® OO My Mailing List
[ | First Last dddress City State Zip Phone i
Barbara FMoldenhauer 155 Elrn Ter Canandaigua MY (Bl (715 240-5612 |
Karen Bryant Z395 E STh Elvd. Garden City Ga 21408  (912) 528-0859 m
Ceborah wWalf 2503 E. Glenbrook Awe Eureka Ca 9550%  [TOT) 442-967Z
Tirmonthy  Dobbins 659 E Clayton Ln Jenison 1 49428 (&16) 833-5134
el Gage &77 5. Charlotte Lane  Bloornfield M. 07003 ([201) 947-6456
Marilyn Fratt Z2442% E. Hunt Bt Montrose MY 10542 (2140 S10-70&2
Theresa Tracy TTT W Stewart 'Way Sargent Bluff |14 S1054  (T12) 547-5613
Char les Lowe 9Z8 West Laura Trail  “Winter Park FL TZTIZT (4071 544-2747
Michelle Stern 10773 E. Pioneer Dr Cincinnati 0OH 45207 (S13) 407-5547
Kathy Foot 22104 5 12Th Pkwy 5t Geaorge uT 24770 (2011 611-9225
George Fckahon T20 5E. Florence Ter  Brooklyn MY 11204 (TF13) 428-9771
Anthony Goldrnan 29710 5% Bay Flace Pensacola FL 22514 (904) 982-Z152
Judith Letrner 2966 W Millwood Stree Beaurnont TH TIT04  (409) 275-Z642
Fobert Mielzen 565 N CapitalLn De Lean T7  Teddd (8171419-0219 |
&l fred Coats 202 M Jackson Lane West Izlip MY 11735 (S16) FO7-Z192
Edward Erarnetr 44944 S F. Beacon dve Corwvallis Ok 9T7ZEZ (5411 912-TS7T 1
201 visible /201 total 1R = BRI

Use the Save command (File menu) to save the new configuration.
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Sorting the Database

Now that the database is filled with sample data you can try out Panorama’s commands for organizing data.
To sort by zip code start by clicking anywhere in the Zip column.

® O 6 My Mailing List
F* | First Last Address City State Zip Fhone i
L
Barbara Moldenhauer 155 Elrn Ter Canandaigua MY 14425 (T16) 840-5519 -
Karen BEryant 3595 E STh Elwd. Garden City Ga 31408 (912) 528-0559 m
Ceborah “Walf 8503 E. Glenbrook Ave Eureka Cé 95503 (TOT) 443-9673
Tirmonthy  Dobbins 539 E Clayton Ln Jenison Il 49428 (B16) 833-5134
Kelly Gage 677 5. Charlotte Lane  Eloomfield N [FEEEE (2010 947-6456
Marilyn Pratt 24423 E. Hunt Bt Montrose MY 105 (2141 S10-FO&2
Theresa Tracy TIT W Stewart wWay Sargent Bluff 14 210 [F12) 547-5613

click anywhere in this column

Now choose Sort Up from the Sort menu.

File Edit View Fields Text EearchMath Setup Wizards D

®06 w M
[ "

First Last Address . Sort Up Within |

Barbara  Moldenhauer 155 Elm Ter | I-5619 |

Karen Eryant ZS9SESThERd. | Sort Down 0659 m

Deborah wolf 8503 E. Glenbrook & o p =9E73

Timonthy  Dobbins 639 E Clayton Ln | Sort Down Within =5134

ke lly Gage 677 5. Charlotte Lar ~E45E

Farilyn Pratt T442Z E. Hunt Rt Group Up =709

Theresa  Tracy TTT W Stewart Wway =561

Char les Lovwe 92 West Laura Tra Group Down =ET747

Michelle  Stern 10772 E. Fieneer DF  Group =5547

Kathy Root Z2104 5 18Th Plwy [-9z25

George Fer4ahion T20 S.E. Florence Te =9771

dnthomy  Goldman 29710 5. Bay Plag Sort b'j" Color =3152

Judith Lerner S96E W Millwood St i-ZE48

Robert Mielzen SE5 M Capitalln | Group b? Color -0Z19

i Ifred Coats 802 M Jackson Lane =319z

Edward  Kramer 44944 SE. Beacon ¢ QOutline Level. .. =TSTT

Betty Curry 120 5. Hall Street | |-0954

Ronald Kuhn 11753 E Timber Rd. : I-1Z56

Marilyn  Holmes 242 W Stuartcir | REMMOVE Summaries... 1934

Gerald Palmer 259E.Baker FI | Remove Detail... =940

dlan Hoflin 427 E Poplar Ln | =751

Rhonda Barr 285 5. Custer Cir | -9082 "

Albert Ireland 630 M. Clarendon br 1 0G0IE Summary Level §ezz3 (3
201 wizible /201 total (|« » J4ie
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Panorama will sort the database as soon as you release the mouse. Notice that the zip code you originally
clicked on is still highlighted. If you want to see the first zip code you’ll need to use the vertical scroll bar to
move to the top of the database.

® 0O 6 My Mailing List
[ | First Last dddress City State Zip Phone -
_ﬁ._ Fonald Euhbn 11753 E Timber Bd. Eastpaort ME  04&Z1 | (207) 239-1356 i
_t Eriztin MeFarland 2010 MNorth Ao Place  wWaterbury MT 0SETE | (2021 624-T125
—— Micale Weber TZ40 5. Harwey St W indharn CT 08220 | (20Z) S00-2620 m
E Gerald Gilrnan 476 N, Clinton Pkwy Morwalk CT DE251 | (203) 7TZ5-50Z2
& | kelly Gage 677 5. Charlatte Lane  Eloomfield N [FEENER (2010 247-5456
=1 "illiam Mester 259 E Kellogg Ln Orange M. 07050 | (201) 790-2724
i Henty Mizhalzon 21929 E Ermnerald Place Mewark M. 07105 | [201) 276-9221
Ly | Phyllis W agner 22021 S5 E. American P Paterson M. 07509 | (201) 242-6513
=1 Janice Lebaily 251 N.E. Linwaod Ln FPalizade= Park M 07650 | (201) £31-5593
Grace Cray 2421 Morth Fock Pkwy Fair Hawven M. 07704 | (201) 260-3540
Jozeph Hartley 41730 W Bethany Blwd Colts Meck M. Q7722 | (208) 726-1158
Herbert Schob TESE 5 Cove Rd Sea Bright M. O7F7e0 | [201) 732-2741
Harald S an E56 Morth Beverly Loo) Sea Grit M. 02750 | (201) 242-7440
Marilyn Connors E355 South Industrial ¢ Mew “ork MY 10027 | [212) 496-TI32
Erian Fobbins &10E. ¥Th Ter Staten Island MY 10212 | (7T12) 570-9020
Ralph W aldran 415 N Belrnont ' ay Bronx MY 10452 | [212) 966-2160
Marilyn Fratt Z2442% E. Hunt Bt Montrose MY 10548 | (2140 S10-TOED
Fhylli= Bengston 266 S.E. Trenton Dr.  Os=ining MY 10562 | [212) S17-3722
Dauglas Fance 431351 N. 23R Awve FPound Ridge MY 10576 | (2141 611-3249
George Merahon T205.E. Florence Ter  Brooklyn MY 11204 | [712) 422-9771
Fred A [brecht 146 % Sutton Loop Merrick MY 11566 | [516) 636-0746 .
Carl Prlackay ZS07A Morth Duncan S5t Sea Cliff M 11579W(S16) 629-1468 i
Ewelyn Oliver 40214 % Larnar &pt “Waoodrere MY 11522 ' (51&) 201 -9221 -
F Iy | i A O Bl e alimem | e - Lad ek Tl (ALY 110 rEd S PO T e
201 visible /201 total IR (. 4|

Sorting By Two or More Fields

You can sort by as many fields as you like. In this example you will sort by cities within states. The first step
Is to sort by states. To do this click anywhere in the State field and choose Sort Up from the Sort menu.

®0O6 My Mailing List
[ | First Last Address City State Zip Phaone
_?;?.. Ronald Euhn 11752 E Timber Rd. Eastport ME 04631 (207) 339-1356
ﬁ Eristin MeFarland 3010 North Au Place  Waterbury NMT 0SETE  [202)624-T185
—— Nicale Weber T340 5. Harvey 5t. Windhamn 06280 (203) S00-S620 m
ﬂ Gerald Gilrman 476 N, Clinton Pkwy Morwalk CT 0&251  [203) 725-5032
2 | Kelly Gage &7 7T 5. Charlotte Lane  Eloornfield M. 07002 [201) 947-6456
. | williamn Mester 259 E Kellogg Ln Qrange M. 07050 [201) 790-2724

click anywhere in State field...  then Sort Up
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Now the database is sorted by state, but the cities within each state are still out of order. For example, Hialeah
should be the first state within Florida (FL) and Atlanta should be the first city within Georgia (GA).

® OO My Mailing List
F | First Last dddress City State Zip Phane -
_?L?;_ Eathleen Eills TIZ0 E. Brown St Colusa Ca 95922 (916) 582-2423F 1
_t Christine  Benjarin &01 W Chester Lane Grand Lake Co 20447 (9700 823-0165
—— Nicale ‘Weber FZ40 5. Harvey St. Windham DEZS0  (203) SO0-S620
ﬂ Gerald Gilrnan 478 M. Clinton Pkwy Morwalk CT 0&251  (203) 735-5033
2 | Margaret  Poulsen 2144 . Dupont Bd “Washington [E] 20010 (202) 902-T236
= | Pamela “Walsh 2132 East Bryant Cir.  Mewark LE 19702  (902) 951-1493 m
i Jetrarne Frank 251 M. 42Nd Ct Mewark 13 19712 ([Z02) &ZZ-T7306
Ly | Christina  Gutierrez 451351 5. Marion &we  Saint Augustine FL ZZ024  (904) 954-2183
— | Anthony Goldrnan 29710 5% Bay Flace  Pensacola FL Z2514  (904) 9e2-Z152
Bewverly Reilly 454 S E. Jones Cir, Feddick FL ZZEB6  ([ZD2) 223-4846
Charle= Lowe 928 West Laura Trail  Winter Park FL ZZTIZT  (407) 544-2747
Coris cawistowsky 42893 North Smith Stre Orlando FL ZZ2e1 (4071 265-4111
Lenoard Eywrd =74 5. Lakeview Circle Melbourne FL ZZ2904  (407) 255-1502
& llen Feese 24228 MNorth Carnden 5 Hialeah FL ZINIS  (205) 792-9606
Theresa Cunn 7425 MW, Warner dve Miami FL ZZ151 (20T R16-2282
Ceborah RFagsdale 112 Erie Ln Fiarmi FL ZZ152 (B809) 812-0733
Anna Fck inney 876 East John=on Ln Lakeland FL IIZ09  (813) 934-4566
Catherine  Maclean 236 Morth Manning Dy, Ocala FL Z4452  (904) S03-Z997
Eleanaor Carlson 201 East Clark Trail Litharna Gy ZO00SE  (404) TR0-8226
Craniel MMazon &0265 ME. dugusta spt Tucker Gy Z0024  (404) 724-8523
Craig Berlin 2727 M Bristol Awve &tlanta GA  Z0Z09 (404) 7ES-2Z23 !
Karen Bryant 2595 E STh Elwd. Garden City Ga 21408 (912) 528-0859 &
A e di:kerrman 893 E. Deer Cir “Waipahu HI QETIT  (B08) S57-TSZ23 .
L X b Jowr S L P o ¥ AP F L APP R [ I pa—— -4 Ml .L8 LA [ W] | FRAAT EATT B4 T
201 wvisible /201 total | «|»f (= RN

To sort the cities within the states first click anywhere in the City field, then choose Sort Up Within from the
Sort menu. Be sure to choose Sort Up Within, not Sort Up.

@& OO My Mailing List
[ | First Last dddress City State Zip Phone -
L 4

_?LE_ Kathleen Eill= T9E0 E. Brown S5t Colusa Ca  959TZ  (916) 582-2423 -
_t Christine  Benjamin 501 % Chester Lane Grand Lake co 20447 (9700 S23-0165
——— HNicale wWeber TZ40 5. Harwvey St. sl CcT  0&2E0  (203) S00-3620
ﬂ Gerald Gilrnan 476 MW, Clinton Pkwy Morwa CT 06351 (203) 735-5033

2= | Margaret  Poulzen 2144 W, Dupont Ed “Washington (K]S 20010 (202) 903-T2836 _~

click anywhere in the City field...  then Sort Up Within

Sort Lp ¥Within

Sort Down
Sort Down Within
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The database is still sorted by state, but now the cities are sorted within each state as well.

®O6 My Mailing List
[ | First Last Address City State Zip FPhone
?-E Christine  Benjarmin &01 % Chester Lane Grand Lake ca 20447 (9701 223-0165
%:I: Gerald Gilran 476 N.YW. Clinton Plwy Morwalk T 0&251  (203) 735-5038
——1 Micale “Weber T340 5. Harwey 5t. CT 0&220  [203) S00-2520
[ Margaret Poulzen 2144 %, Dupont Bd “wazhington CC 20010 (2021 902-7236
é Parnela walzh 213 East Bryant Cir. Mewark %E 19702  (908) 951-1493
—1 Jerome Frank S51 M. 42Nd Ct Mew ark E 19712 (202) 633-T7505 m
H &llen Reeze 24222 MNorth Carmnden S Hialeah FL ZI015  (205) 7I2-2E08
L., Anna Mk inrney 27E East Johnson Ln Lakeland FL ZTE09  (213) 9Z4-45685
—1 Lenaoard Ewrd 574 5. Lakewiew Circle Melbaurne FL 22904 (4071 255-1502
Thereza Dunn T425 N5 Warner Ave Miami FL ZT151  (205) 616-228%
Debarah Fag=dale 112 Erie Ln Miarni FL ZT152  (209) 212-0728
Catherine Maclean 526 North Manning Dr. Dcala FL 24422  [204) 203-Z997
Daris Cawistowsky 4293 Morth Smith Stre Orlando FL Z2861 (407 2E5-4111
Anthony Galdman 29710 5% Bay Place  Penszacaola FL 22514  (204) 2£2-2152
Bewver |y Reilly 464 S E. Jones Cir. REeddick FL IZERE  [352) 293-454E
Christina Gutierrez 45151 5. Marion &wve  Saint sugustingFL 22084 (204 954-2128
Charles Lowe 932 West Laura Trail  winter Park FL I2TIT (407) 544-2747
Craig Eerlin 2727 N Briztal Ave Atlanta Ga I0I09  [404) TES-2333
Karen EBryant Z595 E STh Blvd. Garden City Ga 1402 (1121 5223-0559
Eleanar Carlson 201 Eazt Clark Trail Lithorma G Z0052 (4041 FEO-E22E
Daniel Mason &02& M.E. Adugusta &pt Tucker ‘3#'. 0024 (404 724-652F .
Andrew Ackerman 299 E Deer Cir “waipahu Hl QETIT (208 557-7523 ik
Derrick Berg 2275 E Maorris S5t Carter Lake I & 51510 (4021 &37-2209 -
TL T b o S L P Y P LA [ R —— -d Ml o8 1A | = W] =g | Pt I W B T =, B B — ol
201 visible /201 total |« »i e 4|+

You can use Sort Up Within as many times as you wish in your database. For example, you could now sort
the last names within each city. To learn more about sorting see “Sorting” on page 325.

Finding a Person

To search for someone’s last name in the database you first need to click somewhere in the Last column.

®O6 My Mailing List
[ | First Last Address City State Zip Phone
?-E Christine  Benjamin &01 % Chester Lane Grand Lake co 20447 (9701 823-0165
| Gerald m.l.] 476 M. Clinton Phkwy Morwalk CT 06851 (203) 735-5033
——1 Micale “Weber T340 5. Harwey St. W indharn CT 06280  (203) S00-2620
[ Margaret  Foulsen 2144 . Dupont Bd “washington (K] 20010 (202 203-7336
& | Pamela “Walsh 313 East Bryant Cir.  Mewark CE 19702 (208) 951-1493 -~

Now choose the Find/Select command from the Search menu.

Find/5elect...
Formula Find/*R:-lect...
Select All A
Find Next H#EG
Change...
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Type some or all of the name you wish to find into the dialog. In this case we what to search for Gutierrez so
we will enter the first few letters of the name. (The more of the name you type in the less chance there will be
for a false match with someone else.)

(1) enter some or all of name you want to find
(2) press Find button

Find/Select Data

(" Cancel ) ( Find %F ) (Select %5 ) ( Select Within %L ) ( Select Additional %M )
' Last I'+] | Contains ‘%] Gutieq

and | Last 13} K

and | Last Ea N Kl

and | Last EBE K

and | Last Ea N Kl

and | Last 13} K

When you press the Find button Panorama will locate Ms. Gutierrez.

® O 6 My Mailing List
[ | First La=t Address City State Zip Fhone .
Chriztine  Benjarnin &01 % Chester Lane Grand Lake co 20447 (9701 823-0155 T
Gerald Gilran 476 N, Clinton Pk Morwalk CT 05251 (203) 725-5032
Mizale ‘wWebear 7240 5. Harwey 5t. wWindham CT 05220 (203) 500-2&20
Margaret  Poulzen 2144 % . Dupont Bd “washington LC 20010  (202)203-7236
Parnela ‘wWalzsh 213 East Bryant Cir. Mewark DE 19702 (90871 951-1493
Jerame Frank 551 M. 42Nd Ct MNewark LE 19712 (Z02) &33-T7505
Allen Feeze 24222 MNorth Carmnden S Hialeah FL ZI01S  (Z05) T92-250& m
Anna FMek inney 27E East John=on Ln Lakeland FL ZT209 (813) 93T4-4555
Lenoard BEyrd 574 S Lakeview Circle Melbourne FL 204 (4071 255-1502
Thereza Dunn T425 N . Warner Ave MMiami FL 22151 (305) 616-2283
Debarah Fagsdale 112 Erie Ln Fiarmi FL ZT152 (2091 212-0722
Catherine Maclean 526 MNorth Manning Dr. Ocala FL Zd4422 (9041 203-3997
Daris fawistowsky 4293 Morth Smith Stre Orlando FL Z2R61 (4071 2E5-4111
dnthony Galdman 29710 5% Bay Place  Penszacaola FL 2514 (9041 QE2-F152
Bewverly Reill 464 S E. Jones Cir. Reddick FL TZEEE  (Z52) 222-454E
Chriztina m 45151 5. Marion &ve Saint dugustim FL 32084  (904) 954-218%
Charles Lowe 932 West Laura Trail  winter Park FL 27T (407) 544-2747
Craig Berlin 2727 N Briztal Ave Atlanta Gy 0309 (404) TES-23Z23
karen Bryant IS5 E STh Elvd. Garden City GA 31408 (912) 528-0659
Eleanar Carlson 201 East Clark Trail Litharna G ZO052 (40471 TEO-S22E
Daniel Mazon &02& M.E. Adugusta dpt Tucker G 0024 (4041 724-£52F -
Andrew Ackerman 299 E Deer Cir "waipahu HI Q5797 (2081 557-7523 ik
Derrick Berg 2275 E Marris S5t Carter Lake I & 51510 (4021 &3 7-2209 v
TL T b o S L PO o Y L Lo, [ S —— -d Ml L8 [ ES | = W] = | A AT EATT Eod T
201 visible /201 total ||« (. R
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Finding Multiple People

Suppose you want to look up someone who’s first name is Alan, but you’re not sure what the last name is.
Start by clicking anywhere in the First column,

® OO My Mailing List
[ | First Last dddress City State Zip Phone i
v
Christine  Benjarmin 601 % Chester Lane Grand Lake Co 20447 (970 22Z-0165 -
Gerald Gilrnan 476 N, Clinton Pkwy Morwalk CT 0&251  ([203) 7I5-50Z2
Weber T340 5. Harwey St windharn CT 05220 (203)500-2620
Margaret” Poulzen 2144 W, Dupont Bd “Wazhingtan DC 20010 (202 902-T2I6
Parnela “Walsh Z13 East Bryant Cir.  Mewark DE 19702 [902) 951-1492
— Jerame Frank 251 M. 42Md Ct Mewrark CE 19713 (T0Z) 633-TS0E m

Now choose the Find/Select command and type in the name Alan.

Find/Select Data

( Cancel ) ,h Find 9¢F j. .k Selact ggg';. ( Select Within 3L J; 'a Select Additional HM:,"
“Eirst | & ] ' Contains ¥ ] Alan|
and [ First %) <]

When you press the Find button Panorama will find the first person named Alan in the database.

® 0O 6 My Mailing List
[ | First La=t Address City State Zip FPhone i
v
Harrisan 93 Morton Ter San Diego Ca 92123 (619) 783-1965 .
Sandra Cain 2975 5 15t Parkway San Diego Cé 92154 (619) 297-5327
— | Edward Hazson 429 % Harwey Cir San Gabriel Cd 2177E (212) 990-1793

If this isn’t the Alan you were looking for choose Find Next from the Search menu.

Finds5select... 3#EF
Formula Find/5elect...

Select All
Find Next

Panorama will skip to the next Alan in the database.

® 0O 6 My Mailing List

[ | First Last dddress City State Zip Phaone i
Alan Harrison 92 Morton Ter San Diego C iy Q2122 (619) 783-1955 T
Sandra Cain 2975 5% 15t Parkway San Diego C iy 92154 (5190 297-5327
Edwrard Hazzan 429 % Harwey Cir San Gabriel C iy 91 FTFE (2121 990-1793
Margaret  MNaylar TE25 N Sormerset Stres San Leandro C iy Q4577 (415) 343-247E
Lawrence Rodriguez 575 E Shasta Trail San Pedra C iy A07ZZ  (213) 234-2554 m
drthionyy Darfrnan 274 South 215t Dr. Santa Fosa C iy 95405 (7071 91 0-4592
FHighelle Schultz 253207 YWest Fairmount Sebastopal C iy Q5472 (7O07) 406-2284
Lissner 9997 N Adams Rd Spring Walley Ca& 91977 (619) 736-TE22
Philip Shipley 400 M Cupont Trail Stockton Cdy 5209  (209)] 210-2495

You can continue using the Find/Next command until you have located every Alan in the database.
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Introducing the Live Clairvoyance™ Wizard

Searching is one of the most important functions of any database program, so Panorama has more than one
technique for searching. The Live Clairvoyance™ wizard searches your database as you type. To use this wiz-
ard select Live Clairvoyance from the Search menu and type in the word or phrase you are looking for.

as you type here...

s NaNi Live Clairvoyance:My Mailing List

'Qal.fn ) % iy QE v

ZELECT
oATA FREFZ

ERAZSIC FORMULA

5 matches from 201 records

Alan, Hoflin, 427 E Poplar Ln, Falls Church, WA, 22042, {703) 554-7251
Alan, Harrison, 93 Morton Ter, San Diego, CA, 92123, {619) 783-19565
Alan, Lissner, 9997 N Adams Rd, Spring Valley, CA, 91977, (619) 736-7622
Alan, Frye, 151 5 Berry Sktreet, Beaumont, TX, 77706, {(409) 401-0921
Alan, Dewitt, 1642 5. Loma Rd, Haraham, L&, 70123, {504) 674-1130

matching records appear here
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As you type in each letter the wizard shows you the records that match. In this case there are five records
with the name Alan. To see more information about one of these matches simply double click on the line in
the wizard. The wizard will locate the corresponding record in the database itself.

® o0 Live Clairvoyance:My Mailing List

) ) B H
Q1 alan (%] % Y
-

SELECT FREFS

ERSIC FOFRMULA DATA

& matches from 201 records

Alan, Hofling 427 E Poplar Ln, Falls Church, WA, 22042, {703) 554-7251
Alan, Harrison, 93 Morton Ter, San Diego, CA, 92123, {619) 783-1985
Alan, Lissner, 9997 N Adams Rd, Spring Valley, CA, 91977, (619) 736-T622
Alan, Frye, 151 5 Berry Street, Beaumont, TX, 77706, {409) 401-0921
Alan, Dewitt, 1§42 5. Loma Rd, Harahan, LA, 70123, {504) 674-1130

®O6 My Mailing List
"
F | First xait Address City State Zip FPhone 4
Fye 151 5 Berry Street  Beaurnont TH  FIT06 (4090 401-0921 Z
Craniel Barker 371 W, Primrose P Buda TH TEEI10  (S12)887-2741
| Ftewen Michael 7185 Jackson Bd Contoe TH TTIO1 (4090 951-1982

We use the Live Clairvoyance wizard again in a few minutes, but if you want to jump ahead and learn all
about this wizard see “The Live Clairvoyance™ Wizard” on page 345.

Selecting Instead Of Finding

A third way to locate every person named Alan is to select the information (see “Finding vs. Selecting” on
page 333). To do this click in the First column and choose the Find/Select command, but press the Select but-
ton instead of the Find button.

Find/Select Data

( cancel ) (" Find %F ) (-Eeie:t.:HE-) ( Select Within %L ) ( Select Additional %M )
" First /%] | Contains "+ Alan|

)

L1

and | First . |
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Most of the database will disappear. In fact, only the records containing the first name Alan will remain visi-
ble (selected). Everything else is temporarily invisible. Panorama displays the number of selected records in
the lower left hand corner of the window. In this case five records contain the first name Alan. We say that
these five records are the selected records. The other 196 records are invisible (unselected).

® OO My Mailing List
First Last dddress City State Zip Phone &
L
Harrisan 9% Morton Ter San Diega Ca& 92123 (619) 753-1965 P
&lan Lissner 2297 N Adams Bd Spring Yalley Ca 1977 (B19) FIE-TeZ2
&lan Cewitt 1642 5. Loma Rd Harahan L& TO12Z (5041 674-11Z0
&lan Fiye 151 5 Berry Street Beaurnont TA TIT0e (4090 401-0921
Alan Hoflin 427 E Poplar Ln Fallz Church WM& 22042 (TOZ) 554-T251 m

five selected records contain the name Alan

F 3
L
S vizible /201 total 1B = | J4lw
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You can also select data with the Live Clairvoyance wizard. First locate the data you want to select in the
wizard, then press the Select Data tool. In this case we’ve used this technique to select everyone in the data-
base named Raymond.

8eoo Live Clairvoyance:My Mailing List

:::::i:\‘ »
Q4 rayrond (%} % .ﬂ_rj;. == - \E-

ZELECT REF=S
ERSIC FORMUL DHTH)

4 matches from 201 records

Raymaond, Fowler, 25027 Narth Cooper Parkway, Wildomar, CA, 92595, (909} 769/5153
Raymond, Oswald, 30594 S Chesapeake Avenue, Portland, OR, 97233, (503) 23k-4834
Raymond, Hendrickson, 30953 5.W Poplar Blvd., Los Angeles, CA, 90035, {213) 724-217%
Raymaond, Sanchez, 59 W. Palmetto Cir, Greenville, ME, 04441, {207) 241-70

®O06 My Mailing List
First Last Address City Stat Zip Phone &
L
Fayrond  Fowler 29027 North Cooper Pa RUEILLLTE]S CA 92595 (909) 769-5153  ~
Fayrond  Oswald I0594 5 Chesapeake & Portland OF 97233 (S03) 235-4234 m
Fayrond  Hendrickson 30953 5% Poplar Blvd Los Angeles CA 20035 (213) 724-2175
Fayrond  Sanchez =9 % . Palmetto Cir. Greenville ME 04441 (207) 241-7038
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Using the Sounds Like Option

If you don’t know exactly how something is spelled you can try using Panorama’s sounds like option. To use
this option open the Find/Select dialog and use the middle pop-up menu to select Sounds Like. (Shortcut:
You can open the Find/Select dialog by clicking on the number of records in the lower left hand corner.)

(" Find 8F ) [ Selecr 351 (" Select Within %L ) ( Select Additional %M )

" First +| Contains Alan |
and [ First 7 Nnt_Cnnt.jilns
Begins With
and | First #]  Ends with
and | First :) Equal
— _ Mot Equal
and | First 3 Less Than
and | First $#]  Greater Than
Less/Equal
Greater/Equal
Match
MatchExact
"

Here’s what the dialog looks like after you make this selection.

Find/Select Data

(" Find 38F ) ( Select %S ) ( Select Within 3L ) ( Select Additional %M )

" First + | | Sounds Like + 1 Alan|

and | First N +
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Panorama now selects six records instead of five, because the name Allen “sounds like” Alan.

® O 6 My Mailing List
First Last dddress City State Zip Phane -
v
Harrizon 93 Marton Ter San Diego Ca 92123 (6190 783-1965
LEY Liszner 2297 M adam=s Rd Spring Yalley CaA& 91977 (819) 736-T822
& llen Reaza 24228 MNorth Carnden 5 Hialeah FL ZIN1S  (20S) 792-9606
& lan Dewritt 1642 5. Lorna Rd Harahan L TON2T (5041 674-1130
LEY Frye 151 5 Berry Street Beaurnont TH TTTO0&  [409) 401-0921 m
& lan Hoflin 427 E Poplar Ln Fallz Church %A 22042 (TO3) 554-7251
"
L
& wisible /201 total ||« »ED Jaie

The sounds like option isn’t perfect, but it can find most similar sounds and spellings. You must, however,
know the first letter of the word or name you are looking for. For example, the sounds like option will never
think that the name Ellen sounds like Alan because the two names start with different letters.

Making More Complex Selections

The Find/Select dialog make more complex selections based on multiple criteria. For example, suppose you
want to select all people with zip codes from 50000 to 69999. Start by clicking on the Zip field, then open the
Find/Select dialog. Use the pop-up menus to fill in the first two lines of the dialog, like this.

Find/Select Data

(" Find %F ) (Select %5 ) ( Select Within %L ) ( Select Additional %M )

" Zip ‘%) | Greater/Equal [#] 50000
and | Zip ‘4] | Less/Equal 4] 599399
and | Zip ) ! B
and | Zip ) ! KX
and | Zip ) ! B
and | Zip ) ! KX
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When you press the Select button Panorama will select only the records in the requested zip code range, in
this case 20 records.

® OO My Mailing List

F | First Last dddress City State Zip Phane i

Derrick  Eerg 5275 E Marris 5t Carter Lake 14 BN (402 637-520% |
Theresa Tracy TIT W Stewart W ay Sargent Bluff 14 51054 (FT12) S47-5613
Cerrick Miala =24 East Pico Circle Champaign IL 61824 (217) 623-0547
Kelly Michaols 271 5. Salem Ln Miles IL e0eds  ([Z12) 772-9278
Wwilliarn Hoffrnan 10010 5.E. Crestview | Topeka ES BEE1Z  (913)975-Z619
Linda MNielsen 474 N. Carmpus Ct Wichita KS ETZ07 (18] 297-4263
Cavid Tito 45 ME. Williarns Lane  Center City MM SS012  (512) 4535-9535

Evelyn Eahn 29261 5 Elmrwood Pkw Owatonna MM SS0e0  (SO7T) 731-2200 m
Fred [rahl 40670 W. Cardinal Pkw Owatonna MM 55060 (SO7)S87-2532
Fhyllis Flerning 45161 5. Chestnut dve Plyrouth MM 55442 (612) T54-4397
Catherine  Gregory 449 East Fair Drive Saint Paul MM S5114  (e12) 771-1074
Louize Gonzalez 22250 N. Stevenszon Pk Saint Paul MM SS5127 (8121 214-8322
Henry Lewyy 14447 E |rwving S5t South Saint Far MM 55075 (£12) 238-9944
Jarnes Coopet 22Z Morth Yillage Cir  “Washington MO e3I090  (314) 593-7974
Stacey Ferkins 20143 Bishop Place Elzie MNE 69134  (402) S26-8653
Charles Wall TEZ0E W, Bethany 5t Papillion MNE E2128  (402) Z74-5620
Fred Cunbarn 841 5 Plurnmer W any Ernery Sh 57332 (B0S) 295-3343
dngela Sherwood Z10:0 South Berkshire Madison Wl S3702  (B0S) 292-8235
Jasan Hale 21240 YWest Calermnan & Madison W SET1E  (000) SE4-5283
Larraine Fance 297 W. Cotati Circle “Wauw atosa W SZZ21Z (4141 210-909&

&

L

20 visible /201 total | «|»f (S RN

Panorama can also make complex selections based on a formula. To do this use the Formula Find/Select com-
mand in the Search menu.

Search
Finds5elect...
Formula FindfSelect...
Select All
Find Next

Here is the formula for selecting zip codes in the range from 50000 to 69999.

Find/Select Using Formula

i F 3 Ty F 3 Ty F . . "'H._ _.-" . s "'H._
i Cancel ) v Find v I ¢ Select v B ¢ Select Within v B ¢ Select Additional )

Zip »= "30000" and Zip <= "&9939"

Here is a formula that will select unusually long last names (more than 10 characters).

Find/Select Using Formula

I'.f Cancel x'.l .:: Find ::'I 'i Select ::'I 'i Select Within ::'I 'i Select Additional ::I

lengthlLazt) > 10
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When you press the Select button Panorama will select the five people in this database with extra-long last
names.

® O 6 My Mailing List
[ | First Last Address City State Eip Fhone .
v
Fayrmond Bl 0953 S Poplar Blvd Los Angeles Ch Q0035 (2130 724-2175 —
Cori= cawistowsky 4893 North Smith Stre Orlando FL 22861 (407) 265-4111
Barbara Moldenhauer 155 Elrn Ter Canandaigua MY 14425  (716) 240-5619
Fonald cawistowsky 32438 MW . Bussell &y Colurnbia Statio OH 44028 [(216) 557-6111 m
Craig Moldenhauer &24 E Culkin L. Treuase F& 12101 (215) 420-4750

To learn more about selecting with a formula see “Formula Find/Select” on page 365 and “True/False For-
mulas” on page 1260.

Complex Searches with the Live Clairvoyance Wizard

The Live Clairvoyance wizard can also perform formula based searches — and it does so instantly as you
type. To choose this option simply click the Formula icon in the tool bar type in the formula. You’ll see some
error messages as you type in the formula, just ignore them and keep typing. As soon as you’ve entered a
valid formula the selected records will appear.

1. click formula tool

2. type in formula

e o

) . r, H
Q, Zip »="50000" and Zip <= "£9999" 3 @:} Y .
il

ZELECT
oATA FREFZ

Live Clairvoyance:My Majling List

EASICZ FORMULA
20 matches from 201 records

Theresa, Tracy, 777 W Stewart Way, Sargent Bluff, 1A, 51054, {7123} 547-5613 i
Henry, Levy, 14447 E Irving St, South Saint Paul, MM, 55075, (612} 238-0%44 b |
Angela, Sherwood, 31060 South Berkshire Ave, Madison, WI, 53702, (&08) 292-B235 m’

Ewvelyn, Kohn, 39261 S Elmweood Pkwy, Owatonna, MN, 55060, (507) 731-2800
Catherine, Gregory, 449 East Fair Drive, Saint Paul, MN, 55114, (612) 771-1074
Kelky, Nichels, 271 E. Salem Ln, Niles, IL, 60648, (312) 772-9278

Louise, Gonzalez, 22350 M. Stevenson Pkwy, Saint Paul, MN, 55127, (612) 214-6322
Fred, Dunham, 841 5 Plummer Way, Emery, S0, 57332, (605) 295-8348

Charles, Wall, 730& W. Bethany 5t., Papillion, NE, 68128, {402) 374-5680

Derrick, Vicda, 584 East Pico Circle, Champaign, IL, 61824, (217) 623-0547

Jason, Hale, 21840 West Colermnan Ave, Madison, WI, 53716, (000) 564-6283
William, Hoffran, 10010 5.E. Crestview Pkwy, Topeka, KS, 66612, {913) 975-3619

B

3. Matching data will appear as you type
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When you edit the formula the wizard automatically updates the results.
®6 0 Live Clairvoyance:My Mailing List

Q, zip :-=|:n:n:|" and Zip <= "69999" 3 % iy —c
il

1
5
*
ECT PREF=S
A

ERASIC FOFRMULA

7 matches from 201 records

Kelky, Nichels, 271 &, Salem Ln, Niles, IL, 60648, {312) 772-9278

Charlas, Wall, 730& W. Bethany St., Papillion, NE, 68128, {402) 374-5680

Derrick, Vioda, 584 East Pico Circle, Champaign, IL, 61824, {217) 623-0547
William, Hoffman, 10010 5.E. Crestview Pkwy, Topeka, K5, 66612, {913) 975-3619
Stacey, Perkins, 20143 Bishop Place, Elsie, NE, 69134, {402) 525-8658

lames, Cooper, 523 Narth Village Cir, Washington, MO, 63090, {314) 593-7974
Linda, Mielsen, 474 N. Campus Ct, Wichita, K&, 67207, {(316) B97-4B53

You can use any formula you like in this mode. When you want to go back to regular searching simply click
on the Basic tool. See “Live Formula Searching” on page 347 for more information and tips on this feature.

Saving Your Favorite Searches

The Live Clairvoyance wizard allows you to keep a pop-up menu of your favorite searches. Click the Q,
icon to see the pop-up menu.

click for pop-up favorite searches ® 6N Live Clairvoyance:My Address Book
N — m Lo GEEE :

(92631 ) eec
houston, tx
labor relations

1 president

basic searches \_ safety J
/Birthda'-,r < date("Jan 1, 1925") N

City <> upperword(City)

Last soundslike "miller”

Last soundslike "smith”

Organization contains "photo” and State="0R"
\_Title = "President” J B

\

formula searches

The top section of the menu lists basic searches you have saved, while the bottom section lists formula
searches. To perform a search simply select it from the menu. (The wizard will automatically switch to the
correct search mode.)
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To add a search to the menu start by typing the search into the box at the top. You may use either a basic or a
formula search.

&N Live Clairvoyance:My Mailing List

Q sl o N B B |8

CT FREFS
A

ERASIC FOFRMULA

& matches from 201 records

Alan, Hoflin, 427 E Poplar Ln, Falls Church, WA, 22042, {703) 554-7251
Alan, Harrison, 93 Morton Ter, San Diego, CA, 92123, {619) 783-19&5
Alan, Lissner, 9997 N Adams Rd, Spring Valley, CA, 91977, (619) 736-Ta22
Alan, Frye, 151 5 Berry Street, Beaumont, TX, 77706, {409} 401-0921
Alan, Dewitt, 1642 5. Loma Rd, Haraham, LA, 70123, {504) 674-1130

Now click the @, icon. You’ll see a choice for adding your search to the menu, simply choose this option.

8emn Live Clairvoyance:My Mailing List

o RN 4 =4 (6

CT FREFS
A

Add “alan” to menu

EASIC FORMULA

Alan, Hoflin, 427 E Poplar Ln, Falls Church, WA, 22042, {703) 554-7251
Alan, Harrison, 93 Morton Ter, San Diego, CA, 92123, {619) 783-1965
Alan, Lissner, 9997 N Adams Rd, Spring Valley, CA, 91977, (619) 736-T622
Alan, Frye, 151 5 Berry Street, Beaumaont, TX, 77706, {409) 401-0921
Alan, Dewitt, 1642 5. Loma Rd, Haraham, LA, 70123, {(504) 674-1130

The wizard will automatically add your search to the proper spot on the menu.

eno Live Clairvoyance:My
new menu item
0 mSEREEraRP201 records

For more information on the Favorite Searches pop-up menu see “The Favorite Searches Pop-up Menu” on
page 352.
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Selecting All Records

To make all of the invisible data re-appear choose Select All from the Search menu.

Finds5elect... #F
Formula Find/Select...
Select All . 3
Find Next 3G
Change...

Panorama will display all of the data in the database again.

® 06 My Mailing List
F* | First La=t Address City State Zip Fhone i
ﬁ. Dwanald 16376 E Evans Rt Fairbanks Ak 99707 (9071 442-T203 |
ﬁ Henry Burger 23083 S Leith dwve  Conway &R T20ZTZ2 O (501) 216-1936 m
Cerrick Eryan 226 W Mohawk Court  Fawettewills &R T2TOZ  (S01) 937-3922
E Michells Hutchinson 939 5 Bonner Drive Little Rock &R T2EETO(S01) 299-2962
2 | Morrnan Erazelton 2952 5. Portage BElvd  Chandler A 25244 (&02) &20-0751
— Renée Lindsay 248 5.E. ica Trail Flagstaff e gE002  (g02) 991-5127
i Herbert Matthews 14244 N Yalencia Bt Higley: A 85226 [(B02) 625-Z865
Ly | Richard Corminges 838 E. Hill Ct Peoria e 85381  (g02) &95-0222
= | Betty Curry 120 5. Hall Street Phoenizx e 25015 (802) 741-0954
Fhillip Wong ZTES 5.E. 16Th Street Riviera e 2E442  (E02) 699-9355
Sharon Elair 28071 5% Cordova Bl Acton Ca 93510 (205) 201-9201
Harry Kowalzki ZZ153 N "Waverly Blvd Arcata Ch 95518 (707) 218-2647
Harry Gonzalez 227 E. Frederick Ln drcata CA 955192 (707)897-5532
Evelyn Lawler 279 5% Sequoia Cir Eerkeley Ca 24701  (415) 670-5367
Chery| Scholl 440 M., Baker P Bewerly Hill:  CA 20211  (310) 828-9677
Leonard Fhelps 746 Eazt Tremont Trai California City C& 93505 (205) 985-4299
kathleen  Eills 79320 E. Brown 5t Colusa Ch 95932 (918)582-2422
John Chick Z18 E. atlantic Cir Corona Del Mar CA 92625 (714) 779-2214
Ce=borah walf 8503 E. Glenbrook Ave Eureka Ca 95503 (707) 448-2673
Linda Bischoff 2535 M. Harbor Cir. Fresno Ca 93747 (209) 452-1355
Carlens Simpson ZT054 South Greene Ap Industry Cha 21746 (218) 247-5475 '
Melis=za wheeler 77T W Burnzide Dr La Me=a Ca 21942 (619) 464-9001 k&
Fayrmond  Hendrickson 20953 5% Poplar BElvd Los Angeles Ch 20035 (213) 724-2175 v
| ] ol i~ o 4 = Sl Pl o kAL SS LD P d [N mASTE FAdEY ST s
201 visible /201 total | «l»f (. 4
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Adding A Database To Your List Of Favorites

You can use Panorama’s Favorite Databases wizard to help organize your databases and keep then accessi-
ble at your fingertips. To open this wizard choose Favorite Databases from the Wizards menu. The wizard
displays a list of favorite databases on the left. If you click once on a database the wizard will show you infor-
mation about that database. (Clicking twice opens the database itself.)

|00 Favorite Databases
Q €' Winame []Folder [)Info
Farearites [ 72 visibled T2 dadsl) tnfe | Location | Fields | Forms | Procedures
'@ dction Menu Sty les A&\ Faldey: Genera!

v |(Created Thu, Jan 14, 1788 @ 7o0e O

@] Annual Report Charts Modified: Mon, Jul 5, 2004 @ 5 36 P

I = B

| Books Size: 7,566 bytes (237 records)
,@ Eutton Math Audhors  ProlAUE Dervelaonment
E Catalog

Do dion
@] Checkbook : : :

Thiz database lisd hatdels in Colorada, The "
E Colorade Hotels exarnole shows how %o use Clash Ard do display |7
il Conference Registration locations on & meae. This database has been
'il': bact around for sirpost twe decades - cheole out the

antaciz oeices! 0olorade netives will also wan

'i| Corporate Checkbook nestalaic for the days when the entive sdate
E Correspondence MMethod 1 " was in the 303 ares code.] -
@ Correspondence MMethod 2 - ..
| Doubde click fo open database, confrobalicl for contentd mmen. -
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To add your new database to the list of favorites, find the database in the Finder and drag it onto the Favorite
Databases window.

OO0 Tutorial =
=
60 Favorite Databases
My Mailing List. : — —
. L+ &) Winame [JFolder [ Info
‘Far-ﬂ-.r'.‘ﬁ?: (72 wisihle T2 datsl} fnfa | Location | Fields | Formes | Procedures
i] Action Menu Styles | Folder - Genersl &
@ .ﬁ.nnl.;e;I‘Ee art Charts v | Sregded) Tha, Jan 14, 15058 & 708 O v
P Modified  Mor, Jul 5, 2004 & 5358 P m
@] Books AL Size: 77,566 bydes (#TF records) -
@ Button Math H‘ Audthors ! BrolUL Develoormend i
L
i Catalog
Dl iodion
] Checkbook : _ :
Thiz datsbase st hodels in Colorada, The -
E Colorada Hotels exarmple shows haw #o use Flash Arddo display |7
E Conference Registration locations on & map. This dstabare has been
@E tact aound for slost twe decsdes - cheol out the
antacis oFices! (Colorads natives will 2lso wax
@ Carporate Checkbook nastalaic for the days when the entive stade
i Carrespondence MMethad 1 % was in the 30T ares code. o
E Correspondence MMethod 2 = =
| Dol click fo apen databane | candrobolick for eondent pneny. r

The wizard will add your new database to the list of favorites.

® O N Favorite Databases
Q €' Winame [Folder [Info
Farorites (] visibled T2 dodsl) infe | Locadion  Flelds | Farms | Procedures
@] My Mailing List Fodder : Tutoria!

Created: Wed, Sep 22, 2004 @ 531 M
Piodified : Wed, Sep 22, 2004 @ 532 P
Size: 2,310 bydes (200 recards)

I = B

Dk oo
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An alternate method for adding the database is to use the Add Favorite command in the Edit menu, then
choose the database from the dialog.

Choose a File

(4> ) [Em! [ Tutorial B
% Network al I 4| pate Modified
=k Jaguar ; 1 My Mailing List Yesterday
= Classic
=1 Panther
= Alaska

L] Fire Jaguar

L1l Fire Panther
L Fire Classic
L] Fire Alaska -
| iSightWeb ..
| CocoaGest. ..

1> I»

i Desktop
[ Operations "
A Applications

4% jimrea

'y Documents 4
@ Movies v

Li MNew Fnlder’:'J Li Cancel :'J f—Ehtmse%
A

Once you have added your new file to the Favorites Wizard choose the Save command in the File menu and
your database is permanently added to the list of favorites (see “Removing a Favorite” on page 64 if you later
want to remove this favorite).

Closing a Database

To close a database click on it (to bring it’s window to the front). If the database has only one window you can
close it by clicking on the window’s close box. If the database has more than one window you can close each
window individually or you can select the Close File command from the File menu. Close the My Mailing
List database now.

Logon...
Open File... 0

Close File . 3
Save 3ES
Save All

Save As..

Save A Copy As...
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If the database has been modified since the last time it was saved Panorama will ask you if you want to save
the changes. Press the Save button to save the changes.

Do vou want to save changes made to
“My Mailing List™?

[ Don’t 5ave I | cancel I

The database is now closed, and the memory it was using is available for use with other databases. See “Mon-
itoring Memory Usage” on page 152 to learn how to oversee Panorama’s memory usage.

Re-Opening a Favorite File

To re-open a favorite file, start by choosing the Favorite Databases wizard from the Wizards menu. Type mail
into the search area at the top of the window to find your database.

®0 0 Favorite Databases
w €' Winame [JFolder [info
Favorites (@ visible! T3 dadall infe | Location | Flelds | Forms | Procedures
] Mail Merge Method 1 Griginal File has been moved ar deleted! "
| Mail Merge Method 2 é
o] Mail Merge Method 3
9 My Mailing List 1
w
ez iedion
Double click the database name to open it.

& O N Favorite Databases

Q, mail € WiName [JFolder [Info

Favarites {d wizibled 73 dodsll infe | Location | Fiels | Formes | Proccdures

] Mail Merge Method 1 Folder : Tutorial

, Created: Wed, Sep 22, 2004 & 537 A
o] Mail Merge Method 2 Modified : Wed, Sep 22, 2004 @ 532 P
@ Hail Merge Method 2 Size: 2,310 bydes (207 records)

@] My Mailing Listk

IR = B

® OO My Mailing List

[ | First Last Address City State Zip FPhone i
v

2®| ponald 16376 E Evans Rt Fairbanks Ak 99707 (907) 442-7203
ﬁ Heniry Burger 25063 5% Leith Ave  Corway 4FE T2032  (501) 216-19326 m

Cerrick Bryan o268 W Mohawk Court  Fayetteville 4FE T2703  (S01) 937-Z922

E FMichelle Hutzhinson 939 5 Bonner Drive Little Rock 4FE TZ223 (501) 899-89&2

2= | Morman Brazelton 2958 5. Portage Blvd  Chandler 4 25244 (B0Z) e20-0751

e Fenae Lindsay 243 S E. Utiza Trail Flagstaff AE SE00Z2 (E0Z2)991-51Z27

To learn more about this wizard see “The Favorite Databases Wizard” on page 60. Tip: If you hold down the
Control key (Mac) or double click with the right mouse button (Windows PC) Panorama will automatically
close the Favorite Databases window after it opens the selected database.




Page 40 Panorama Handbook

Re-Opening a Recently Opened Database

If you don’t want to add your database to the Favorite Databases wizard you can still access it easily if
you’ve opened it recently. To do this choose Recent Databases from the File menu. A list of recently accessed
databases appears.

eoo

Recent Databases

» @ @ d

g5 .6

HEL OFEHM OFEHN LOS0OM FREFS
CATAEASE FAVORITE WIZARD
Recent Databases Folder (Reverse Order)
(1) My Address Book Panorama Guided Tour = Panorama Demo Files = ProVUE = Documents = From Big i
(2] Panorama Users Carbon Debug « Object « Carbulator « Carborama = Alasks b |

(3} Pamnorama 3 Price List.pan
(#) Panorama 3 MegalDemo.pan
(5] Ddal_lon's Phone Tool

(6) hMal_Tones

{(7) StockQuote YahooPage

Megalemo {Author Mode) « ProVUE Demos = ProVUE 99 CD {PC) « ProVUE 99 CD » m
MegalDemo (Author Mode) = ProVUE Demos = ProWUE 99 CD (PC) = ProVUE 99 CD =
Jon's Phone Tool « Dial « Channels « Extensions « Carbon Debug « Object «

Tones = [Hal « Channels = Extensions = Carbon Debug = Object « Carbulator «
‘fahooPage « Stock{uote = Channels = Extensicns = Carbon Debug + Object -

[8) StockGQuote MMethods

(9} General Ledger.pan
106th Congress
Customers
Corporate Checkbook
Cereencast Demo Launcher
Properties.pan
HobbyShopCatalog

¥Methods « StockQuote « Channels « Extensions « Carbon Debug « Object «
Databases » 2006 to Bob Smith » Year End » Operations » Documents » Home =
Congress = Reference = Examples = Carbon Debug = Object = Carbulator =
Ecreencasts » Examples = Carbon Debug = Object = Carbulaktor « Carborama = Alaska
Map Cache = Extensions « Carbon Debug » Object = Carbulator « Carborama »
Soreencasts = Examples = Carbon Debug = Object = Carbulakor « Carborama = Alaska
Databases « 2006 to Bob Smith « Year End « Operations « Documenks « Home =
Hoblby Shop = Server TiBook = MacFair 2005 = Demos & Seminars = Docurments «

P
i
v

s

You can open any recent database by double clicking on it. The most recent nine databases can be opened by
pressing the 1] thru keys. You can also search the recently opened databases.

type search here

BE*‘”‘*/
1

QL stock )

Recent Databases

P - h

HELU OFER QOFEHN
DATAERSE FAVYORITE WIZARD

@

LOSOM FREFES

Recent Databases
(1} StockQuote_YahooPage
(2) StockQuote_XMethods

Folder (Revarse Order)
YahooPage » StockQuote « Channels = Extensions « Carbon Debug » Object «
¥Methods = StockQuote = Channels = Extensions » Carbon Debug » Object »

double click to open or press [1] thru

For more information on opening recent databases see “The Recent Databases Wizard” on page 59.
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Transferring Data with VCards

In this section we’ll export a VCard to Apple’s Address Book application. A properly configured Panorama
database can exchange data with any VCard compatible application. In this case, the New Database wizard
has done the configuration for us (see “*“Generic” Fields” on page 236 to learn how to do this configuration
yourself). The first step is to click on the record we want to transfer, in this case Christina Gutierrez.

® OO My Mailing List
[ | First Last Address City State Zip FPhone .
L
Beverly Reill 454 5 E. Jonez Cir, Reddick FL TZ686  [3I5Z2) 888-4646 =
Christina m 45151 5. Marion Ave  Saint Augustine FL 32084 (9040 954-51585
T Char le= Lowe QI8 West Laura Trail  “inter Park FL TZTIZ  (407) 544-8747

Open the VVCard Wizard, which you’ll find in the Utility submenu of the Wizard menu. The wizard displays
the name, address and phone number of the currently selected person.

& O ) VCard Wizard:My Mailing List
\. Christina Gutierrez

@ 45151 S. Marion Ave
Saint Augustine, FL 32084

% Vioice (904) 954-8188

To transfer Ms. Gutierrez to the Address Book, drag the tiny book icon onto the Address Book window.

& O ) VCard Wizard:My Mailing List
\: Christina Gutierrez

@ 45151 S. Marion Ave_
Saint Augustine, FL 32084,
Address Book

L

% Voice (904) 954-8188

F Apple Computer Inc.

-

€

main 1-800-MY-APPLE

| Drag thiz infe & any vhand comolisnt database or goolication. I

.. | | John Kuttel -

-

home page hitpisnww . apple.com
|- | Mr. Francis Phelps
,.'L_lim Eea work 1 Infinite Loop

| | Steven E Saltman Cupertino CA 85014

| | Jeff Sessions United States

|- | Mr. Joe Smith Jr.
|- |[John Wilson
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The Address Book program will ask you to confirm that you want to add this person.

Adding 1 new card

(e ) @06

Press OK to add her to the Address Book.

- || Address Book

]
Group Mame o ]
All i Apple Computer |4 Christina Gutierrez

ﬁ Directories Eric Bolden v

Last Import Beverly Bright
Ron Furnare
Anthony Goldma
n other (904) 954-8188
Nancy Hess work 45151 S. Marion Ave
|- | John Kuttel Saint Augusting FL 32084

Mr. Francis Phel

Drag the other way to transfer from the Address Book to your database.

E ) O () VCard Wizard:My Mailing List
L Christina Gutierrez

3
@ 45151 S. Marion Ave

saint A

- || Address Book
-

™ Voice

Group MName
All 1+ i Apple Computer | 4
ﬁ Directories Eric Bolden v
Last Import Beverly Bright
|| Ron Furnare
' Anthony Goldma
Christina Gutier home (714) B46-1378

Nanty Hess work 16833 Algonguin St
1 Huntington Beach CA 92649-3810

John Kuttel

Dag fhix
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John Kuttel is automatically added to the database.

® 0O 6 My Mailing List

First La=zt Address City State Zip Phone -
w
Jazon Hale 21240 ezt Calernan & Madison Wl SZ71e  [000) Sed4-6£223 —
E Lorraine  Ponce 897 W. Cotati Cirele  Wauwatosa W1 53213 (414) 310-9096

L |:3EI4:I 223-24115

MeLean

Kutte|

Z909: SN Cameron Pk Chas

: I:?1 4) 846—1 E?EI

Hunt |ngt-:-n Bea CA

1 6893 (] Ig-:-nqum St

The VCard wizard can also import and export groups of VCards at once. For more informations see “Using
Generic Fields with the VCard Wizard” on page 242.

Displaying a Map

Don’t close the VCard wizard yet. It’s now displaying the information for John Kuttel, who was just added to
the database.

& O 7 VCard Wizard:My Mailing List
i John Kuttel

& 16893 Algonguin St
Huntington Beach, CA 92649-3810

(® Home (714) 846-1378

To see a map of Mr. Kuttel’s location, click on the globe icon. The map will appear in your default web
browser.

Lz ialar Map of 16383 Algenquin 51 Huntisgton Beach, CA by MipQuest : =
-EI IEI (L b e, mapsu e Sem ) maps frmapad ate penicp= SR Sd e s = 1E80 5 F Alganguin s Sake Ry = = r‘lr Ceoavyie -.-}:
EE Mews®  Refeienoes My Boolmarks Pnlhu. * Tech Htwis  Free LIF Code Loskup  Hame H!m'tl Mugarme  Hame Fage of Tika  wWwGsD J00d4 3

Q@ © ® ~MAPQUEST - O memme

v
[ pmes | jiedg | Samiees | Pobds | Jooifar VELLOAW BECEE |:||£I| us Mame
Expedin: DiFCOUNE Hotols ORAITE Discount Holols Chenp Hotels
oz Dopsie o Crewr D000 Babale Fired Bore Cprizee & Specisd Dieahe Campare Fricer, Vs Froica & orgd

Biwe L 1S S0 O Bolel B Eefeiiy Bl i Mol iy CREITE! Lot Wi ES Cosieirilinh] = Badaldl Fm
. Capads cam mwr ORAITT.com wwa . hainle.com

AL (158 FEITE

* 16893 Algonauin 5t Hardingbon Besch, R D2G64809-1800, U5 Heted Oefars - Flight Huntlngton Beackh O
Dasl Hairh b [ gaaren )

Siraat Map Prics | EHpl | Dowmnboed 1o PO | Hew Map

rizt Dipah i Treer 23,000 Hetaln
Sanw up ko i oo haishu ok Expedia
wowy. Enpied i 0oim

DL

Discount Hotels
Al BN EE] LiwEH RiEEE 00
ANDLEET Rl B et
www. JRBITE com

Sanm Us iz #0%: on Rooomuf Low
Fabea Goaramiped  Book Oefine Mow
v, el g

Hoteks For Less

Pl SIIRGE O Pk

AT By 10 BB - Bk Todsy
e Lr v bocity.coms

Greal deal, dpdcoun duflck
Bawdl reshors rliten asilise.
www, WrnshinSune lizhe R o

fELLCLLELCEE

i
Irarecipdy Lissl Frages - Raee w2

1 I _ﬁ.
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Transferring a Person from the White Pages

The White Pages wizard allows you to locate a person and add them to your database. You’'ll find this wizard
in the Internet submenu of the Wizard menu.

ﬂ ) ) White Pages

First | | Last | |

City

State |:| Zip Code |:|
Displaying 0of 0y more...|

We’re looking for Mr. or Mrs. Furnare somewhere in the Palm Springs area (California).

.ﬂ ) ) White Pages

First | | Last | Furnare |

City

State Zip Code |:|

Press the Search button to see the results.

ﬂ ) ) White Pages

First | | Last | Furnare |
City

State Zip Code |:|

Furnare, Charles

11221 Vintage Dr

Rancho Cucamonga, CA 91737
-7704

Furnare, Leonard

2884 W Benjamin Holt Dr
Stockton, CA 95207-3216
[209) 472-1334

Furnare, Pat

40210 Baltusrol Cir

Palm Desert, CA 92211-9269 M
(760) 345-4890
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There’s a Pat Furnare in Palm Desert. To verify that he’s the one we’re looking for we can display a map.

LU | 7 £ L0

Furnare, Pat
40210 Baltusrol Cir

Palm Desert, CA 92211-92
(760) 345-4830 Select This Name

Select This Name & City

Display Map

Open Web Map
Dial Phone

Copy Label
Copy VCard
Export VCard. ..

This wizard displays the map in Panorama itself instead of in your web browser.

& ) () Pat Furnare, 40210 Baltusrol Cir, Palm Desert, CA 92211-9...

Fat Furnara
" 1L 40210 Baltusrol Cir ms"";“;mp @ (760) 345-4890
i Palm Desert, CA 92211-9269 pas
oy X -‘:_‘—\-\_\_\_ I E i
* MAP Lancelot o .& 300m
&
- =
=
T o
T2 x
o (o
| I
S @ =
2 |7 IE
E 0 -
s |7
-

Justin Ct
Ashbery Gt
oodhavon Dr M

nvemn
@ 2004 MapQuest.com, Ine.; & 2004 GOT, Inc. SRS Wil
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To add Mr. Furnare to your My Mailing List file drag from the White Pages to the \VCard Wizard.

Displaying 3 of 0 i) more...

Furnare, Charles

11221 Vintage Dr

Rancho Cucamonga, Ca 91737
-7704

Furnare, Leonard

2884 W Benjamin Holt Dr Oy O (O VCard Wizard:My Mailing List
Stockton, CA 95207-3216

(209) 472-1334 i John Kuttel

Furnare, Pat

40210 Baltusrol Cir - - .

Palm Desert, CA 92211-9269 .

(760) 345-4890 ... | @ 16893 Algonquin St
-, Huntington Beach, CA 92649-3810

RS
® Home (714) 846-1378 R

Voila! The new entry has been added to the mailing list.

®0O6 My Mailing List

First Last Address City State Zip Phaone I+
L

Lorraine Fonce 297 W, Cotati Circle "Wauwatosa bl SZ213  (414) S10-309& -

Eristin MiLean Z909: 5% Cameron Pk Chas WY 253204 (304) S23-2415

Faul Steinberg 29653 5% Taubrman Bl Clearrnont WY o B2835  [(30T) T29-2985

John Euttel 1629% 4 lgonguin St Huntington Bea C4  92649-" (714) 246-1T73

Furnare 40210 Baltusral Cir  Palm Desert  Ca&  92211- (7600 345-4590

To learn more about this wizard see “White Pages” on page 68.
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Printing the Data Sheet

Before actually printing the data sheet you’ll set up a page header to print today’s date on the top left and the
page number on the top right of each page. To do this choose Headers/Footers from the File menu. This com-

mand opens a dialog that allows you designate headers on the top left, center and right and a bottom cen-
tered footer.

Data Sheet Headers & Footers

— Title Text
Top Left e
=3
Top Center
]
Top Right
=]
Bottom Center
Tnn
( Page# | ( mm/dd/yy | ( Monthdd, YYYY | ( hh:mm:ss )
__ Title Size
ESame as Data Sheet, or: pt

[:Eancel )l: OK ?J

Start with the top left header. Type in the words Printed on and then press the Month dd, YYYY button.

type Printed on

— Title Text
Top Left m:iate:r‘u“lonth ddnth, vy
B
Top Center
|
Top Right
|
Bottom Center
o
I ’: "age# j( mm/dd/yy 3(1Munth dd, YYYY :‘JE hh:mm:ss :‘J

/

then press button
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Now for the top right header. Type Page and then press the Page# button.

type Page

__ Title Text

Top Left Printed on «date:Month ddnth, yyyys

Top Center

Top Right @{Page#a

-l.

Bottom Center
-IIII

f: Page# :'Ji mm/dd/yy ::Li Month dd, ¥YYYY :'Ji hh:mm:ss :'J

X

Once both headers are set up press the OK button. (To learn more about the header and footer options avail-
able when printing the data sheet see “Printing Data Sheet Headers & Footers” on page 1026. When printing
a form you have complete control over the exact layout of headers and footers — see “Custom Reports” on
page 1039.)

then press button

Next, choose the Page Setup command from the File menu. (Before you do this, make sure that the printer
you want to use is connected to your computer and selected.) The exact options available in the Page Setup
dialog depend on the operating system and what kind of printer you are using, but in general you can control
the page size, orientation (tall or wide), and print reduction factor. Here is a typical Page Setup dialog.

Page Setup
Settings: | Page Attributes B
Format for: ' Any Printer |+{
Paper Size: ' US Letter |+{

8.50 in x 11.00 in

Orientation: LS IE)

Scale: 100 %

@ Li Cancel :'J (—BH
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Select the printing options you want to use and press the OK button. To actually print the data sheet choose
Print from the File menu. The printing dialog will appear. The exact options available in this dialog depend
on the operating system and what kind of printer you are using, but in general you can control which pages
to print, how many copies to print, and whether you want to manually feed the paper. Here is a typical Print
dialog.

Print
Printer: | LaserWriter 12/640 PS B
Presets: | Standard B
 Copies & Pages | :]
Copies: |1 W Collated
Pages: @ Al
() From: 1 to: 1

L'f Fax... x] (: Cancel :,l ( Print )

2 P i
® @[

For the exact details on the operation of this dialog see the documentation that came with your printer. Press
the Print button to print the data sheet. Panorama will automatically print as many sheets as necessary.

Printed on October 2151, 2000 Fage 1
First Last dddress City Stat Zip Phane
Conald Leach 16376 E Evans Bt Fairbanks= Ak 99707 (9071 442-T203
Heniy Burger 29063 S Leith dwve  Conway AR 2032 (501) 216-1936
Derrick Bryan 226 W Mohawk Court  Fayettewille AR TF2T0Z (501) 937-3922
Michelle Hutchinson 939 5 Bonner Drive Little Rock AR TZZZT O(S01)899-8962
Morran Brazelton 2958 5, Portage Blvd  Chandler &2 85244 (602) &30-0751
Renée Lind=ay 248 5E. Utica Trail Flagstaff A BE00Z (6021 991-5127
Herbert Matthews 14244 N Yalencia Bt Higley A2 89236 (602) RI5-3265
Richard Cornminges 238 E. Hill Ct Feoria &2 89321 (602) §98-0222
Betty Curry 120 5. Hall Street FPhoenix A 850135 (6021 T41-0954
Fhillip wWang ITES 5 E. 16Th Street Riviera A 86442 (60Z) 639-33535
Sharaon Elair 28071 S Cordova Bl Acton CA 93510 (205) 201-9201
Harry Fowalski 33153 N Waverly Blvd  Arcata Ca 93518 (707) 218-2647
Harry Gonzalez 93T E. Frederick Ln drcata Cad 93519 (707) 897-5532
Ewvelyn Law ler 79 5% Sequoia Cir Berkeley Ca 24701 (415) 6T0-5367
Cheryl Scholl 440 N . Baker P Beverly Hillz Ca 90211 (3100 328-9677
Leonard FPhelps 746 East Tremont Trai  California City  C& 93505 (203) 935-4299
| Kathleen Eills TIZ0 E. Brown 5t Colusa Ch 95982 (216) 582-2423

If you want to print only a portion of the database, use the Select button in the Find/Select dialog to select
the data you want before printing the database (see “Selecting Instead Of Finding” on page 26). Only the vis-
ible records will be printed.
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Creating a Form for Printing Mailing Labels

Now let’s create a mailing label. Many types of peel-off labels are available commercially. Panorama already
knows the dimensions of many popular labels and can do most of the work for you. The first step in setting
up a mailing label is to create a form to hold the label. A form is like a sheet of paper that you can draw on
(see “Introduction to Forms” on page 459). You can place graphics, text and data on the form to create labels,
Invoices, statements, or virtually anything else. To create a new form select New Form from the View menu.

File E:::lit Fields Text Search Sort Math Setup Wizards

® OO . DataSheet

[ | First Design Sheet
Flash Art Scrapbook

Lorraine

kKristin
FPaul
John N

ew Crosstab...
New Procedure. ..

L

ling List

City State Fip Phone .

|

' aww atosa Wl 53213 [(414) 210-2095
|I2h35 W 25204  (304) 823-2415
Clearmont WY 82885 (207) T29-2985
‘Huntington Bea C&  92649-0 [T14) 346-1378
Palrn Desert  C& 92211 [TE0) Z45-4830

A dialog box appears asking for more information about the new form you want to create. Type in a name for
the new form (we used the name Mailing Labels, but you can choose any name up to 25 characters long).

Create New Form

New Form Name:
Mailing Labels

| Insert before:

k

( Cancel :‘; (: Blank Form :J ( Quick Label :‘; (: Quick I'{Epurt:)

The dialog gives you three options when creating a new form — a blank form, a mailing label and a report.
Press the Quick Label button. The Quick Label dialog appears, allowing you to define the dimensions of the

mailing label you want to print on.

Mailing Label Dimensions

Specify dimensions in: @ Inches E« Centimeters

R
0.50
-

(2up |NY

FID.—SI _' Avery 5266 | 3§ ] L
0.67

’474130

—

( Page Setup :}

(:Eancel :)( OK :)
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In the center of the dialog is a pop-up menu that lists many popular labels. The most popular label is the
Avery 5160 which contains 30 labels per page in three columns of 10 labels.

Avery 5160

Avery 5260
Avery 5161
Avery 5261
Avery 5162
Specify dimensic Avery 5262 timeters
Avery 5162 Old
Avery 5262 Old
Avery 5163

Avery 5164

<051 Avery 5266 |

Avery 5267 0.67
Avery 5293 J'
Avery 5294

Avery 4013
Avery 4145
"’ Avery 4162 ‘
Avery 4163
C Page Setup ) Avery 4146
Avery 4604
— Avery 4143
Avery 4144
Avery 4610
Avery 4161
Avery 4166
Avery 4167
Avery 4168
Avery 4169
Chesire
e ——
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When you release the mouse the updated label dimensions appear. (You may also see an alert telling you that
the largest possible printable page area must be set in the Page Setup dialog. If you see this message you
should make sure Page Setup is configured to use as much of the page as possible, with the minimum possi-

ble margins.)

Mailing Label Dimensions

Specify dimensions in: ™ Inches () Centimeters

‘T..

0.50
-

Jo1g |y _Avery5160 3] |
2w 3 ml

’4—2.?5 —r‘

C Page Setup ) (: Cancel )C OK :'J

Press the OK button after the dimensions are set up.

Once the label dimensions are set up, the next step is to set up the text that will be printed on the label. A sec-
ond dialog box will appear with a list of fields on the left. You’ll build the template for your label on the right.

Mailing Label Layout

Double click to copy field to label...

First |
Last

Address

City

State

Zip

Phone

Font: | Geneva P size: [ 1 9 li Cancel )l: 0K )
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Start by double clicking on the First field, then press the Space Bar.

Double click to copy field to label...

First ><<Fir5ta|
Last
Address

=

Now double click on the Last field, then press the Return key.

Double click to copy field to label...

First //_{-ﬂ:_LSM{LEl Stw
Last

Address
Double click on the Address field, then press the Return key.
Double click to copy field to label...
First «Firste «lastw
Last /__y{a&ddrESE&
Address
City

am

Double click on the City field, then press the comma key and the Space Bar.

Double click to copy field to label...
First «Firste «lasts
Last «Addresss
Address g «Cityn, |
City
State k

L1 [eee]

Finish the label by double clicking on the State field, pressing the Space Bar and then double clicking on the
Zip field.

Double click to copy field to label...

First «Firsts «laste
Last «Addresss %
Address «City», «States’«Zips|
City

State

Zip

Phone
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You can choose the font and size you want to use now or later.

Last zhddresss
Address {{Cit'ls.":h ==tatew {{Eip:&
City
State
Zip
Phone
9 point
Font: | Geneva ) Size:
24
36
48
Up 3E [
Down 3]
Other...
T

Press OK when the label design is complete.

Panorama now shows you the finished template for the label. The label appears on special “tiles” that control
the size and spacing of the labels (see “Tiles In Action” on page 1054).

®O006 My Mailing List:Mailing Labels (100%)

||||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|i||||| +
L

0

Top Margin |

T tile

[ O L LR PP o
wFirsty o Lagts

whddress:s
#Citys, wStates «Jips

P e .
Data
itiIe
tile
L
F 9
v
ol~/m Genewa 12pt [] 4 » Yo+



P ST T W Page 55

Previewing the Labels

To see how the page of labels would look before printing, choose Preview from the File Menu. If this is the
first time the labels have been previewed or printed, the Page Setup dialog will appear. If this happens, just
press OK to skip to the preview window. The Print Preview window will show a reduced view of an entire

page of labels.

Print Preview

8066

o LIRS
1T F RAR N FORENF | NTLETH
L] T

HE - e ar TIWE -1
b TR TET T O . - wrwror
O Al TET N, ON O PR, O
M P, RN R
PR A PR O O R EOTHGN N, PR
RN T =011l Fro -1t
P I - HIFT, B PO Y o
TFCIAEN . ANTT PP 1R W T T T
L —F F-— ] AT Tl LIFEE SE W RD
] W L R
I LFFEREE EFELT R OT N LT PR
N b, i T R CE O LI I | O RO
i o s

1 NN AR 7 T IL Ol e PO
P, K BT N I O PN ], O3 O
B N T T LI P S R
T el TH PR TTAET TR T A P P
HEp, O —— O B A TN, C W, O
T STaF mman 1 ]
PP s, I O, CN NP, O T
ey ] 1 P
TPTIE H mAF FmmOr CH L CH P
P, O . N\ O PR, EN ECXTE PRI, O3 T

N =]

' Y

L

A

You can click on the magnifying glass tool to see the report life-size, and click on the Next Page tool to pre-

view the next page.

Print Preview

'?DE&

Danald Leach
16376 E Evans Rt
Fairbanks, &K 99707

Henry Burger
25063 5w Leith Ave
Conmway, AR 72032

Derrick Bryan
226 W Mohawk Court
Fayvetteville, 4R 72703

Phillip “aong
3765 5E. 16Th Street
Riviera, &Z 86442

Sharaon Blair
28071 5 Cordova Blwd
Actan, CA 33510

Harry kowalski
33153 W 'wWaverly Blwd.
Arcata, CA 95518

Deborah Walf
G503 E. Glenbrook dwe.
Eureka, CA 95503

Linda Bischoff
Q55 M. Harbar Cir.
Fresno, CA 93747

Darlene Simpsan
37054 South Greene Apt
Industry, C4 91746

When you are done looking at the preview, click on the window’s close box. To learn more about the Print
Preview window see “Print Preview” on page 1034.
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Printing the Labels

To print your mailing labels, first make sure that the correct printer is selected. Make sure the labels are set up
in the printer, then choose Print from the File Menu.

If you don’t want to print all of the labels, use the Find/Select command to select the addresses you do want
to print. Use the Select button so that only the addresses you want to print are visible (see “Selecting Instead
Of Finding” on page 26). Once the correct addresses are selected, use the Print command to print the labels.
After the labels are printed, use the Select All command (see “Selecting All Records” on page 35) to make all
of the addresses visible again.

Switching Between Forms and the Data Sheet

To switch back to the data sheet select Data Sheet from the View menu.

Panorama File E:::Iit Arrange Text Graphics 5Setup Wizards

Data Sheet |, bels (100%)

el il Design EhEEt et B o B #
Flash Art Scrapbook H
New Form... m

i Mailing Labels
TP | New Crosstab...

wfirsts «  New Procedure...
whddress:s

Panorama will switch the window from the mailing label back to the data sheet.

& O6 My Mailing List
F* | First Last Address City State Zip Fhone i
L
Larraine Fance 297 W, Cotati Circle "Wauw atosa bl SEZ13 (4141 310-2096 —
Eristin MeLean 29096 SN Cameron Pk Chas WY 25304 (304) 823-2415
Faul Steinberg 29653 S Taubrnan Bl Clearmont WY 82835 (307) 729-5955
Johin Euttel 16893 Algongquin St Huntington Bea Cé 92649-0 (T14) 846-1373
Furnare 40210 Baltusral Cir  Palm Desert  CaA  92211- (760 345-4590

203 vizible /203 total |« = ED y A >
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The View Menu lists every possible view of your database, and also allows you to create new views. To
switch back to the mailing label, choose the name of the form containing the label from the menu.

Panorama File E:::Iit Fields Text Search Sort Math Setup Wi
®@06 Data Sheet

I L
[ | First Last | Design Sheet | State Zip Phone vl
Lorraine  Fonce | Flash Art Scrapbook & wi sz2iz (414 3i0-s0%s
Kristin MeLean | | WY 25304  (2T04) 223-2415
Paul Steinberg__[YEW Form... WY BZEES  (I07) 729-8985

John Kuttel Mailing Labels - Bea CA  92649- (714) 846-1378
Furnare j t  Ca&  92211- (760) 345-4890

New Crosstab. ..

New Procedure. ..
T

Your database can contain many different forms, each displaying the data a different way (see “Introduction
to Forms” on page 459).

Creating a Data Entry Form

A form is not limited to displaying and printing data, it can also be set up for data entry. Using a form allows
you to lay out the fields any way you like. You are not limited to the row and column format used by the data
sheet.

To create a new form view you’ll use the View menu. You’re going to create the form in a new window. To do
this you must hold down the Alt key if you are using a Windows PC, if you are using a Macintosh hold down
the Control key. Either way, select New Form from the View menu.

Panorama File Et:lit Fields Text Search Sort Math Setup Wi
®O06 Data Sheet

I

[ | First Last | Design Sheet
Lorraine  Ponce | Flash Art Scrapbook Wl SZZIT (414) 310-9096
Kristin ~ MoLean WY 25304  (304) 223-2415
Paul Steinber WY 92835 (307) 729-2935
John Kuttel Mailing Labels iBea CA  92649-1 (714) 846-1378
Pat e t  Ca 92211- (760) 245-4290

- | New Crosstab... F

New Procedure. ..
T

State Zip Phone .

:
k
:

|

Panorama will ask you for the name of the new form. You can use any name you like up to 25 characters, we
chose the name Entry.

Create New Form

New Form Name: " lInsert before:
Entry ' "Mailing Labels B

( Cancel jl (: Blank Form :j ( Quick Label jl (: Quick Repun:)




Page 58 Panorama Handbook

When you press the Blank Form button Panorama will create a new, empty, form. Since you pressed the Alt
key (PC) or the Control key (Mac) when using the VView menu, Panorama creates the form in a new window,
leaving the data sheet also open in the back (see “Opening More Than One Window Per Database™ on
page 189).

®00 My Mailing List
E ® 06 My Mailing List:Entry (100%)
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The tool palette on the left side of the window contains tools for creating and manipulating graphic objects
on the form. The most commonly used tools are shown below.

=
.

.........

switch between graphics editing and data editing
pointer for selecting graphic objects

turn cross hair on/off (to help alignment)
magnify/reduce

create data cell object (database field)

create text object

create line object

create rectangle object

create rectangle object with round corners
create oval/circle object
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Creating Graphic Objects

Before you actually start creating the data entry form let’s practice a bit with using these tools. Start by select-
ing the Oval tool.

® 06 My Mailing List:Entry (100%)
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Now move the cursor onto the form and drag the mouse across the surface of the form to define the location

and size of the new object (the dragging motion is shown by the dashed arrow in the illustration below). A
gray outline of the new object will follow the mouse.
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Each time you drag across the form you will create a new shape. Create several shapes as shown below (these
objects are just for experimentation, so don’t worry about the exact position and size).

® 06 My Mailing List:Entry (100%)

|||||||||||||||”|||||||||||||||?||||||I|||||l§j|§|||||||||||||||q|-|||||||||||||||?|||||||||||||||‘?||||| i
L4

0

When you are finished creating shapes, click on the Pointer tool.

® 00 My Mailing List:Entry (100%)
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Don’t forget to click on the Pointer tool when you are done! If you don’t, the next time you click you will
create another graphic object. To learn more about creating graphic objects see “Creating a Graphic Object”
on page 472.

Selecting and Moving a Graphic Object

To select a graphic object simply click on it with the Pointer tool selected. Four “handles” appear at the cor-
ners to show that the object is selected (see “Selecting a Single Object” on page 479).

® 06 My Mailing List:Entry {100%)
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click on the object you want to select



, Page 61

To move an object click on it and drag to the new position (see “Moving a Single Object” on page 486).
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For fine adjustments you can use the arrow keys ([<], =], 1], [*]) to nudge selected objects into position.
Each time you press an arrow key, the object (or objects) moves one pixel in the direction of the arrow (see
“Nudging an Object (or Objects)” on page 487).

Adjusting the Size of a Graphic Object

To change the size of an object, first select the object with the Pointer tool. Then use the mouse to drag one of
the corner handles. As you drag the handle, an outline of the object will follow the mouse.

® 00 My Mailing List:Entry (100%)
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Release the mouse when the corner is in the correct spot (see “Changing the Size of a Single Object” on
page 491).

® 06 My Mailing List:Entry (100%)
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The arrow keys ([<], [=], 1], [1]) usually nudge the entire object. However, after you click or drag a handle,
the arrow keys will nudge just that handle. Each time you press an arrow key the handle will move one pixel
in the direction of the arrow. In other words, each time you press an arrow key the object will grow (or
shrink) one pixel in the direction of the arrow (see “Nudging the Size of an Object” on page 491). You can also
adjust the position and size of the object numerically with a dialog, see “Viewing and Setting Exact Object
Dimensions” on page 490 to learn how.

Changing an Objects Appearance

The new objects you have created are white with a black border. You can change it to Solid (or Hollow) with
the Graphics menu (see “Solid, Outline and Hollow Objects” on page 498).

View Arrange Text [[NETSilad Setup Wizards

o g e TR,
||”|||||||||||||||?||||||I||||||||§| 'f’DUtIiI'IE 2

Hollow
Fill Pattern 2
Line Pattern 2
Line Width [ ]
Choose Color...

. Palette 2
Copy Color
Paste Color
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After you make your selection the object will change to the selected pattern, in this case solid fill.

® OO My Mailing List:Entry (100%)
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You can also use the Graphic Control Strip (on the bottom of the window next to the horizontal scroll bar, see
“The Graphic Control Strip” on page 483) to change the appearance of the selected objects. Another way to
change the selected object to solid black is to use the fill pattern menu (see “Fill Pattern” on page 499). This
menu has 40 different patterns to choose from.

50% gray

t t solid white
ransparen sohd black
My Mailing List:Entry (100%)

‘ v /' /l alin el .|. .|.I.|.|.|.I.|.El.I.|.|.|.I.|.|?|.I.|.|.|.I.|.|?|.I.|.|.|.I.|.|§|.I.|"‘

v

C

Genewa u'illra 4|+ &

click to pop-up the fill pattern menu
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To change the color of the selected object use the color menu (see “Color” on page 504).

®06 My Mailing List:Entry (100%)
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After you make your selection the object will change to the selected color.
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If you want to choose a color that is not on the palette hold down the Control key while clicking on the color
swatch in the control strip (On PC systems you should Right-Click on the swatch instead of holding down
the Control key). The standard system color dialog will appear.

N0 Colors =
J = E = 9
y ]
il

CEaﬁncelj ( OK )
o

Choose the color you want and press OK.

You can also adjust the line pattern (see “Line Pattern” on page 501) and the line width (see “Line Width” on
page 503) of the selected object(s), and you can copy the color from one object to another (see “Copying and
Pasting Colors” on page 506).

Creating Text Objects

To add a piece of text to your form start by clicking on the Text tool.

®06 My Mailing List:Entry (100%)
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Now move the mouse to the position where you want the text to appear (you can adjust the position later)
and click the mouse.

@& O My Mailing List:Entry (100%)
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click where you want the text to appear

Now use the keyboard to type in the text.

ElCDIE

As you type each character, the click text object automatically expands. To add another line of text press the
Return key. When you’re done creating text you can click on another spot to create another text object or you
can click on the Pointer tool.

The text object you just created is called click text, because you click to create it. Panorama has another type
of text object called an auto-wrap text object. Instead of expanding automatically as you type an auto-wrap
text object is a fixed size, with the text wrapping inside the object. To create an auto-wrap text object click on
one corner of where you want the object to appear and then drag to the opposite corner.
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When you release the mouse a dotted box appears for you to type into.
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Whatever you type will wrap inside of the box.
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When you’re done creating text you can click or click-drag on another spot to create another text object or you
can click on the Pointer tool.
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Changing the Font and Size

To change the font and size of the selected object you can use the Graphic Control Strip or you can use the
Text menu (see “Text Font, Size and Style” on page 571). The illustration below shows the auto-wrap text
object being changed from 12 point to 9 point.

My Mailing List:Entry (100%)

36
485
Up 36 [
Down 3] .
L
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current text size
current font

® 00 My Mailing List:Entry (100%)
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Within a single text object all of the text must be the same font, size, style and color. If you want to mix differ-
ent text appearance within a single object you must use Panorama’s Word Processor SuperObiject (see “Word
Processor SuperObject” on page 651).
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Editing a Text Object

To edit a text object simply select the Text tool and click or drag on the object (see “Editing Fixed Text” on
page 568). With this tool you can edit the text object just like any other text - click to select an insertion point,
double click to select a word, etc.

® 06 My Mailing List:Entry (100%)
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Creating Data Cell Objects

Panorama has two different types of objects for editing data (see “Types of Data Editing Objects” on
page 610). Right now you’re going to learn about data cells, which allow data fields to be edited with a pop-
up input box very similar to the data sheet (see “Entering Data Into Your New Database” on page 7 and “The
Input Box” on page 276). To create a data cell start by selecting the Data Cell tool (see “Working with Data
Cell Objects” on page 613).
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Drag the mouse across the form in the spot where you want to create the data cell.
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When you release the mouse the data cell is created. It is automatically assigned to the first field in the data-
base, which in this database is First.
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Each additional data cell you create will be assigned to the next available field in the database.
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To change the field a data cell is assigned to make sure the Data Cell tool is selected and move the mouse
over the data cell object. When the mouse is over the object the arrow turns into a little menu icon.
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Select the field you want assigned to the data cell from the pop-up menu.

changed from Address to Phone

Panorama has another type of graphic object for editing data - the Text Editor SuperObject. To learn more
about this type of object see “Text Editor SuperObject” on page 617.

Aligning Multiple Objects

| don’t know about you, but those raggedy looking data cells are really bothering me! Fortunately Panorama
has tools that can make this objects nice and neat in a hurry. Start by selecting the Pointer tool.

® OO My Mailing List:Entry (100%)
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Now start on an empty spot on the form and drag the mouse diagonally across all four objects. The dotted
rectangle should surround the objects.
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When you release the mouse all four objects will be selected (see “Selecting Multiple Objects at Once” on
page 480).
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To align the left and right edges of the objects choose Align Objects from the Arrange menu (see “Aligning
Objects” on page 531). The dialog gives you eight different alignment choices — pick Left & Right.

Align Objects

() Bottom ()T/B Centers [ Top & Bottom

E Left E Right :: L/R Centers EiLeﬁ: & Right

|':: Cancel :,ll:: Align :,I

When you press the Align button the left and right edges of the objects are brought into perfect alignment.

b2

*hone

To set the height of all of the objects to 15 pixels choose Dimensions from the Edit menu (see “Setting Exact
Dimensions of Multiple Objects” on page 528). Select the Pixels radio button and type in 15 for the height
(ust 15, not +15).

Set Height/Width of Multiple Objects

Units
" JInches

L

G I//I B

+0
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To vertically space the objects evenly choose the Spacing command from the Arrange menu (see “Adjusting
Spacing Between Multiple Objects” on page 534). Click on the Vertical option and set the spacing you want
between each object (a pixel is one screen dot, or 1/72nd of an inch).

Adjust Object Spacing

__ Direction

-'i_\"'\. ]
Eﬂl Vertical . Horizontal

_ Space Between Objects

1 pixels

{ Cancel | | OK ]
skl S Sk

The data cells are now lined up nice and neat.

L ast J Circle
:hﬂnE |

Before we call it a day let’s make one final adjustment. Hold down the Shift key and drag the bottom right
handle of the bottom obiject to the right.

SIECID]

-a:t

?hﬂne

SEOD]

When you release the mouse all four objects will expand. This feature is called cluster resize (see “Cluster
Resize” on page 519 for additional examples) and is very handy for adjusting columns of objects.

2 | ast Circle

?hﬂne

SIEI0ID|

In a few minutes you’ll learn a method to create data cell objects in a nice neat column or row in the first
place, making the technique shown above unnecessary. However, you’ll still find the techniques described
above useful in many circumstances.
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Using Data Cells to Edit Data

So far you’ve managed to make four boxes with field names on them — perhaps that doesn’t seem very use-
ful. To activate these cells you must switch the form from Graphic Design Mode to Data Access Mode.
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In this mode the rulers disappear and the tool palette switches from graphics tools to data navigation tools
(see “Moving From Record to Record” on page 269 and “Browsing the Database With a Form” on page 466).
Most importantly, the data cells now display information from the database itself.
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If you adjust the windows so that you can see both the data sheet and the form you can see that the form is
displaying the same information that the data sheet is displaying.
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If you double click on one of the data cells you can edit the data, just as you could in the data sheet (see

“Entering Data Into Your New Database” on page 7 and “The Input Box™ on page 276).
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When you press the Enter key the new data will appear in both the form and the data sheet.
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The same process works in reverse also — any data you enter into the data sheet will also appear in any
forms that are open.

Building the Data Entry Form

Enough practice — it’s time to start building the actual data entry form. Start by switching the form back to
Graphic Design Mode.

®O0e My Mailing List:Entry
11"‘4 Switch to Graphic Design Mode }

v
=8
r This form contains m
- three ovals.
w
¥
=
ﬁ Leach
(207) 442-7203
Fairbanks=s

20% visible/ 20T total « + ) LV



Panorama Handbook

We’re going to start over in this form, so the first step is to erase all of the practice objects you have created. To
do that choose Select All Objects from the Edit menu, then Clear from the Edit menu (or press the Delete
key). Now you’ve got an empty form.
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Now click the mouse in the upper left hand corner of the form, about 1/16th of an inch from the top and left
hand sides.
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Now choose the Auto Cell Layout command from the Arrange menu. This command is going to create a neat
column of data cells for us (see “Automatically Creating Rows or Columns of Data Cells or Text Editor Super-
Objects on page 640). This dialog controls how the data cells are generated. Start by pressing the Select All
Fields button. Then set the Spacing (Pixels) option to 1.
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elect ields ine ltems Layout: __ Across __ Same Widt
( Select All Field Line | - 1% Width
i 1 Object Height (Lines)
Last
Address acing (Pixels)
gtl;t; Extras: | | Field Names | | Boxes
e
‘:_L':}ne SuperObject: | | Create SuperObjects™

Borders: ©  Top | Left
| Bottom || Right
| Shadow || 3D

Formatting: *-_"'rWr'ap at end of line
__ Non-White Background

Term when: f Return f lab
_ Up/Down Arrows

[: Cancel )IE OK )
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When you press the OK button Panorama will automatically create a column of data cells (starting at the
point where you clicked the mouse).

® O O My Mailing List:Entry (100%)

‘55? y .|.I.|.|.|.I.|.|1|.I.|.|.|.I.|.|?|.I.|.|.|.I.|.|§|.I.|.|.|.I.|. *
S 5
Ll
il 2

All of the objects are selected. To begin working on the objects separately click on any blank spot to de-select
the objects.

® O O My Mailing List:Entry (100%)

1 i 2 3
‘il: I |||||||||||||||||||||||5|||||||||||||||||||||||||||||||||||||||| '
v

C

Using a combination of dragging and the arrow keys ([<], [=], [1], [1]) move the objects so that the First and
Last name objects are on the same line and the City, State and Zip objects are the same line. Usually the best
technique is to drag the object approximately into place and then use the arrow keys to nudge it exactly into
position. If you need to review the techniques for dragging and nudging objects see “Moving a Single Object”
on page 486 and “Nudging an Object (or Objects)” on page 487. You may also find “Viewing and Setting
Exact Object Dimensions” on page 490 useful.

® O O My Mailing List:Entry (100%)

g 2 3
‘gl: I ||||||||||||||||:|||||||||||||||||||||||||||||||||||||||||||||| 1
: - v

C

When you nudge an object with the arrow keys ([<], [=], 2], [1]) blue lines will appear when the object is
aligned with other objects. When you are finished the result should look like this.

® O O My Mailing List:Entry (100%)
=) M |I|||I|||I|||h|1I||:I:|£I:h|:|?l:|:l:||h||I||§I|||I|LI|||I| Y1
]

v

C

dddreszs

Etat Rip |

1 3
L rere—
4
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Next drag and nudge the Phone object up under the City, State and Zip objects. When you drag the Phone
object hold down the Shift key so that Panorama will drag the object straight up with no slip to the left or

right (see “Moving a Single Object” on page 486). Then use the and arrow keys to nudge it into final
position.

® O O My Mailing List:Entry (100%)
1M

1_151: ||||||||§|||||||‘!|||||||||||||||?|||||||||||||||§||||||||||||||l.I
el =t Last | 1
SomEki, Futkp |

N 2
.|.I.T.

Again holding down the Shift key, drag the lower right hand handle to the right, expanding the width of the
Phone object.

® O O My Mailing List:Entry (100%)
1M

@ ||||||||||||||||‘!|||||||||||§:|||?|||||||||||||||§||||||||||||||l.I
k| T ED
~E T

Then use the and arrow keys to nudge the width of the object until it matches the combined width of
the City, State and Zip objects. The blue alignment lines appear when the objects are aligned. You may also
find it useful to use the crosshair cursor to check the alignment (see “Nudging to the Crosshair Cursor” on

page 493).

® O O My Mailing List:Entry (100%)

1_1':]’ IN_.|.I.|.|.|.I.|.|1.|.I.|.:3.|.I.|.|?|.I.|.|.|.I.|.|§|.I.|.|.|.I.|. +
R 3 é
Q>

Then use the same techniques to adjust the width of the Address cell. Alternatively you can select the
Address and Phone objects (see “Selecting Multiple Objects at Once” on page 480) and then use the Align
command with the Left & Right option to adjust the width. Either way the form should now look like this.

® O O My Mailing List:Entry (100%)
=) M .|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|.El.l.|.|.|.I.|.|§|.I.|.|.|.I.|. Y1
k| S

¥

C

.........

o
.|.|.I.|.|.|.I.|.
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Drag the mouse around the bottom group of objects to select them (see “Selecting Multiple Objects at Once”
on page 480).

® O O My Mailing List:Entry (100%)

|||||||||||||||”||||||||||||||§|?|||||||||||||||§|||||||||||||| ' |
v
EE—— 0

While holding down the Shift key drag these objects up underneath the First and Last objects. After you’ve
dragged them close use the |[1] and arrow keys to nudge the objects into final position.

® O O My Mailing List:Entry (100%)

: fddress - - m
bty Ptk

b ?hﬂne

L

C

*hone

As one last enhancement you’ll set the background color of the form. To do this use the Form Preferences
command in the Setup menu. The background color is set with a pop-up menu at the bottom of this dialog
(see “Form Background Colors” on page 560).

Options: _| Fractional Font Widths
"1 Use Data Style/Color
E Enable up/down arrows
™ FileGlobal Variables
" | Allow Clones
" | Use Server for lookup
1 72 dpi Printing

Ruler Units: | Inches s

Nudge Distance: | 1 pixel K

Bkgnd Color:
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Your new form is now complete. Use the Switch To Data Access Mode tool to prepare for displaying and
entering data, and adjust the window size and position so that both the data sheet and form are visible at the
same time.

_|"_"'\|_ _|"_"'\|_ _|"_"'\|_

My Mailing List

F | First Last dddress City State Zip Phane
SeB| Mark 16376 E Evans Rt Fairbanks A 99707 (9071 442-T202 1
%:ﬂ Henty Burger 25063 SN Leith dwe  Consway AR T20ZZ2 (501 216-1936 m
—1 Derrick Bryan 226 W Mohawk Court  Fawettewills AR T2ZTOZ  (S01)9Z7-3922
[ Michelle Hutzhinson 939 5 Bonner Drive Little Rock AR T222T (501) 899-8962
2= | Morrnan Brazelton 2952 5. Portage Blvd  Chandler Lt 25244 (£02) £20-0751
= Renée Lindsay 242 S E. Utica Trail Flagstaff ot ge002  (E02) 991-5127
nd Herbert Fatthews 14244 N Yalencia Bt Higley: ot 85236  (B02) 625-T8ES5
Ly | Richard Cormminges 838 E. Hill Ct Feoria LT 85381  (B02) §98-0222
—— Betty Curry 120 5. Hall Street Phoeniz: a2 85015 (802 741-0954
Fhillip Wong Z755 5.E. 16Th Street Riviera LT gE442  (E02) £99-9355
Sharon Elair 28071 S Cordova BI» &cton CA  9Z510  [205)2901-9201 |
Harry Kowalzki 2153 N Waverly Blvd Arcata Ca 9551 1H :
Harry Gonzalez 927 E. Frederick Ln Arcata CA 9551 B G B M"f ME[I'Iﬂg s
Ewelyn Law ler a7 5% Sequaia Cir Berkeley Cd  247LC
Cheryl Schall 440 N . Baker P Bewverly Hills  C# Y 16276 E Evanz Rt
Leanard FPhelps 746 Eazt Treront Trai California City Ca = Fairbanks |m{ |997':'? |
Eathleen Eills TIZ0 E. Brown 5t Colusa Cd 592 4 A07) d42-7203
Jahin Chick: Z12 E. Atlantic Cir Corona Del Mar C# :
Deborah Walf 2503 E. Glenbrook Ave Eureka [
Linda Bizchoff 255 M. Harbar Cir, Fresno [
Crarlens Sirmpsan AT054 South Greene Ap Industry CA 21746 (2121 247-5475 d
Meliz=za Whee et 47T W Burnzide Dr La Mesa Ca 91942 (519) 464-9001 ik
Rayrnond  Hendrickson 20953 5% Poplar Blvd Los &ngeles CA 90035 (2131 724-2175 -
[ m] o f F L | T Tedalice Filae oo hdadladll Fiald [l OdAnOTE FAdES T S
203 visible /203 total =-"ﬁ-l A | - J A

The form window has a tool palette and scroll bars that aren’t really necessary. To get rid of them select the
Window Tweak command from the Form Tools submenu of the Wizard menu (see “Turning Window Com-
ponents On and Off (Window Tweak Wizard)” on page 170). The tool palette and scroll bars are now

removed.

Y0 My Mailing List
[ | First Last Address City State Zip FPhone
?-E Mark Leach 16276 E Evans Bt Fairbanks= Ak SITOT (20T 442-TFZ203 H
%ﬂ‘; Heniy Burger 29063 5% Leith Ave  Comway A4k T2032 (5010 216-1936 m
——1 [Derrick Bryan o926 W Mohawk Court  Fayetteville A4k T2703  (501) 937-Z922
L& Michelle Hutchinson 939 5 Bonner Drive Little Rock AR TZZZZT  (S01)899-8962
2 | Morman Brazelton 2958 5. Portage Blvd  Chandler e 25244 (R0Z) 620-0751
— Renée Lindzay 248 5 E. Mica Trail Flagstaff AE SE002 (B0Z2)991-51Z27
[+ Herbert Matthews 14244 N Yalencia Bt Higley AE 85236  ([B0Z2) 6E5-3865
Ly | Richard Cormnminges 838 E. Hill Ct Feoria A 85381 (B0Z2) 698-02Z2Z2
— Betty Curty 120 5. Hall Street Phoen iz A 85015  (602) 741-0954
Fhillip Wang EZTES 5 E. 16Th Street Riviera A 26442 (B0Z) £99-9355
Sharon Elair 28071 S Cordova Bl» Acton Cé& 92510 [E0S19n01-2201 -
Harry Kowalski TZ15% N waverly Blvd Arcata Ca 95518 | 6 an My Maili...
Harry Gonzalez 937 E. Frederick Ln Arcata Cd 25519 =
Ewelyn Law ler o7 5% Sequoia Cir Berkeley Cd 24701 each
Chetyl Scholl 440 M.w. Baker P Bewverly Hills  C# Q0211 163765 E Evans Bt
Leonard Fhelps 746 East Tremont Trai California City ©& 93303 lak faa707
kathleen Eill= T9Z0 E. Brown St Calusa Cé Q5952
Jahn Chick 212 E. Atlantic Cir Corana Del Mar Ch Q225
Cebarah Walf 8503 E. Glenbrook &wve Eureka Cé 25503
Linda Bischoff 255 N. Harbor Cir. Fresno Cé& Q747
Crar lene Sirpson 7054 South Greene & Industry Cd 1746 (B13) 247-5475 |
Melis=a Wheeler 47E7T W Burn=side D La Mesa Cé& 291942  [619) 464-2001 A
Fayrmond  Hendrickson 30953 SM Poplar BElvd Los Angeles Cd Q0035 (213) 724-Z2175 -
| ] - [ P L | e F Tl i Pl o kA LSS 1L o1 d — A SASTTE FfAd4E"SY 777 -,
202 wizible F20Z total =-"I-‘l-l A EEE S
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If you ever need to get the scroll bars and tool palette back again (for example to modify the form) simply
select the Window Tweak command again. Another option is to close the form window and then re-open it
with the VView menu, which will also restore the tools and scroll bars.

Now that the form is complete be sure to Save your work. (In fact it really would have been a good idea to
save two or three times while you were working on the form. Since Panorama saves so quickly there’s no rea-
son not to save early and often.) Panorama saves the window positions along with the data and graphics
(assuming you checked the Save Window Positions option when you originally saved the file, see “Saving
Window Positions” on page 86), so if you close the file and then re-open it the form window and data sheet
windows will reappear in the same places, ready to go.

The new form you have created only scratches the surface of the capabilities available for building forms. To
see a more sophisticated example use the Favorite Databases wizard to open the 106th Congress database.
This form uses what is called view-as-list mode, which allows a form to display more than one record at a
time (kind of a cross between the data sheet and a regular form. See “View-As-List Forms” on page 877 to
learn how to create this type of form.

e 06 106th Congress:List

| Search |I3-:-ntact Infa |Eic- |Data Sheet |I:-E Marne | I:-E State | ' |
T
M=, Loretta Sanchez —

r

M (2020 225-2965  (202) 225-5859 m

My . Christopher Cox

\‘1‘ EEOERERY (202) 225-28045 (202) 225-9072 ¥

_533 visible /538 total «» ) I
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To see an example of a more traditional form press the Contact Info or Bio button. (See “Push Buttons” on
page 801 to learn how to create a button.) Pressing either button opens a form in a new window.

CONBES) 106th Congress:List

| Search |I3-:-nta-:t Info |Ei-:- |Data Sheet | I:-E Marme | I:-E State | ' |
T
M=, Loretta Sanchez —

r

My . Christopher Cox m

(202) - :
MF_Ej 8eeo 106th Congress:Biography

I=. Loretta Sanchez

e s California d&th District
MHr. B Leader=hip
Firzt Elected JRESELS Term el

(202 N IACEE Armed Services
Education and the wWorkforce

A
T
=
=
(=
=
I
=
()
i1}
=
(=]

1

il Califo
(202

01 /071960 44 wrz Lynwood, A
BS Chaprnan University, 1922 MBS Srnerican

N Stephen Brixey m Catholic

Investrnent Banker Hormetown BEERERNE]

(202

Phiore oF ax el
532 visible /532 total

A no prior elected office

All of these forms use Flash Art to display a photograph (see “Flash Art™” on page 728). You can also show
and play a QuickTime movie in a form (see “Displaying Movies in a Form” on page 797).

Writing a Letter to Someone in the Mailing List

Panorama includes a pre-built database for handling general word processing chores — the Mini Correspon-
dence wizard (see “Using the Mini Correspondence Wizard” on page 705). This database may be used for
general correspondence (letters, memos, etc.) and to create mail merge letters that are customized and sent to
a group of recipients. To write a letter to a person in your mailing list database, first locate and click on that
person.

® 06 My Mailing List

[ | First Last Address City State Zip Phaone i
v
Rizhard Comminges 232 E. Hill Ct Feoria BE 252281  ([B02) 698-02Z22 —

Betty Curry 120 5. Hall Street Phoenix A2 85015 (802) T41-0954
Fhilli whang BTES 5.E. 16Th Street Riviera A2 26442 (B0Z) 639-9353 m

Elair 28071 S Cordova Bl Acton Ca 93510 (205) 201-2201

Harry Eowalski ZZ153 N Waverly Blvd Arcata CA& 95518 ([TFOT) 212-2647

L Harry Gonzalez 2Z7T E. Frederick Ln Arcata CA& 95519 ([TFOT)S97-5532

click on the person you want to write a letter to
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Now open the Mini Correspondence wizard.

29 D0

Calculations
Developer Tools
Documentation
Form Tools
Guided Tour
Internet |
Mini Calendar
Preferences Mini Contacts
Utilities Mini Correspondencey.,
Mini Statistics
Stopwatch
Task Timer

Favorite Databases
Mew Database Wizard '

The wizard will ask you if you want to create a new letter to Sharon Blair.

ALY Y Y YVYY

v

Live Clairvoyance
Database Information

Do you want to create a new letter to "Sharon

j Blair"?

m Yes

Press the Yes button to create the new letter. The wizard will automatically fill in the name and address in the
new letter.

Mini Correspondence:Letter

09125104

Greeting |EEE g

=l g James Bea
Fresident

M=, Sharon BElair

Ch SIS0

!ED |4EI |E-I:I |BEI |1EIEI|12EI|14EI|1E-EI|1BDlEDDl22EI|24EI|26EI|28EI|3EIEI|32EI|34EI|3|5EI|3E!EI|4DD|4ED|44D|4ED|4BI

P T
= ==[=|Fr[-[=]|[=[=][P]B] FUl[A]s

etterOpeningDate Prefix First Middle Last Suffix Organization Address City State Zip Country GH
eting pRecord pletterbedyp s

iln=sert Body of Letter HereX

ifletterbadysLetterClosing(C losing ,Signature]
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At this point all you need to do is type in the body of the letter. Just start typing.

!ED |4EI |E-I:I |BEI |1EIEI|12EI|14EI|1ED|1EDlEDDl22EI|E4D|EE~D|2EEI|3EIEI|32EI|34EI|3|5EI|3E!EI|4DD|4ED|44D|4ED|4EII

i S
E=[=[=]F~ [~ [+][=[EI[PIB] 7 [U][AT+

etterOpeningDate Prefix First Middle Lazt Suffix Orqanization Address City State Fip Countey GH
eting pRecord B lettarhedy -

We're holding a zpascial zale at the end of thiz month that I'm sure wou won 't want to miss out on.
Bring the enclozed coupon for an extra 10% zavings. Everything in the store will be discounted at
leazt 20% on the 29th, Z0th, and Z1zt. Don’™t miss it!

iflotterbady sl etterClozing(Clozing Signature

When you are finished typing in the letter press the Enter key. Panorama will display a preview of the actual
letter, including the address, greeting and salutation.

@O0 Mini Correspondence:Letter

Mz. Sharon Blair 09 /25 /04 Saturday

David Architects Services Greeting REE]s

28071 5.% Cordova Blvd m Sincerely

S g Jarnes Rea
President

[ 23310

!ED |4EI |E-I:I |BEI |1EIEI|12EI|14EI|1ED|1EDlEDDl22EI|E4D|EE~D|2EEI|3EIEI|32EI|34EI|3|5EI|3E!EI|4DD|4ED|44D|4ED|4EII

= =[=[=|Fr[]x][= =

Septernber 25th, 2004

PIB|7FUl[AT]y

M=. Sharon Blair

David Architects Services
228071 S Cordowva Blvd
Acton, C4 92310

Dear M=, Blair,
We're holding a zpascial zale at the end of thiz month that I'm sure wou won 't want to miss out on.
Bring the enclozed coupon for an extra 10% zavings. Everything in the store will be discounted at

leazt 20% on the 29th, Z0th, and Z1zt. Don’™t miss it!

Sincerely,

James Eea

FPrezident
|
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If you want to print this letter use the Print This Letter... command in the Letter menu.

File Edit Template Setup Wizards
New Blank Letter... (Sans Serif 9 pt)

New letter to "Sharon Blair” (My Mailing List)
Open Correspondence List Window...
Save

Page Setup...

Print This Letter...

Print 203 Mail Merge Letters (My Mailing List)
T —

To learn more about editing a word processing document (including setting margins, tabs, fonts, styles and
colors) see “Using the Word Processor’” on page 655.

Printing a Mail Merge Letter

You can take the same letter you just created and send it to multiple recipients — for example we could send
it to everyone in the 619 area code. Start by going back to the My Mailing List database and selecting the
members of congress from California (see “The Find/Select Dialog” on page 335).

Find/Select Data

(" Find %F ) (Select %5 ) ( Select Within %L ) ( Select Additional %M )

" Phone 4] | Contains 2] (619)]

and | First EBN E

As you can see there are 4 people in this area code in the mailing list.

®O06 My Mailing List
First Last dddress City State Zip FPhaone -
L 4
(Melisza RN S 47677 % Burnside Dr  La Mesa Ca 91942 (619) 464-9001 P
Alan Harrisaon 9% Marton Ter San Diego G 92122 (619] FE3-1955

Sandra Cain 2975 50 15t Parkway San Diego G 92154 (619) 297-5Z27
A lan Liz=ner 2297 M Adarn= Rd Spring Malley Ca& 91977 (619) TIE-TEZZ m




Panorama Handbook

Now go back to the Mini Correspondence database and pull down the Letter menu. The last item in this
menu will print a customized letter to each selected person in the My Mailing List database.

File Edit Template Setup Wizards
New Blank Letter... (Sans Serif 9 pt)

New letter to "Melissa Wheeler” (My Mailing List)
Open Correspondence List Window...
Save

Page Setup...
Print This Letter...

Print 4 Mail Merge Letters (My Mailing List)

The wizard will print 4 customized letters.

Qctober 25th, 2000
&lan Lissner

2937 N ddams Fd
Spring YMalkeyw ChH 1377

Qetober 25th, 2000
Sandra Can
975 S 15t Parkway
Son Diaaas T80 92154
Qctober 25th, 2000
d&lan Harrison
9Z Morton Ter
San Diego ,Ch 92123

October 253th, 2000

Meliesa Wheeler

4TeT7 W Burmnside Dr

LalMesa,Ch 31942

Cear Melissa,

“We're holing a special zale at the end of this maonth that I'm sure wou won™ want to miss out on. Bring
the enclsed coupon foran extra 10% savings. Everything in the store will be discounted at kast 20%

on the 29th, 30th, and 31 st. Don t miss it!

Sincerely,

Bmes Eea
President

See “Printing a Mail Merge Letter” on page 710 to learn more about printing mass mailings with Panorama.
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Tidying Up

Your mailing list database is complete, so now is the time to save your work permanently. Choose Quit from
the File Menu (OS 9 or Windows) or the Panorama Menu (OS X). If you have made any changes to your data-
base since the last time it was saved, Panorama will ask you if you wish to save the database. You do, so click
the Save button.

Do you want to save changes made to
@ "My Mailing List"™?

CDnn't Savej (: Cancel :'J f—En-re—)

Congratulations! You’ve successfully created and used your first Panorama database (you were following
along on your computer, right?). Now that you’ve mastered the basics you’re ready to move on to some more
advanced techniques.
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Lesson 2: Building and Organizing a Checkbook

Now that you’ve created your first simple mailing list database, you’re ready to try something more compli-
cated. In this lesson you’ll build and use a database for keeping track of a checkbook. Start by launching Pan-
orama and the New Database Wizard.

The checkbook database will have eight fields — Date, Check, Pay To, Category, Memo, Debit, Credit and
Balance. (See “Fields” on page 213 for a complete explanation of fields.) Type in the name of each field into
the wizard, with each name on a separate line. The four numeric fields have special suffixes. The Check field
has a suffix of # to tell the wizard to create an integer numeric field (1, 2, 3, etc.). The Debit, Credit and Bal-
ance fields have a suffix to create a 2-digit numeric field (12.34, 813.94, 8.43 etc.). (Note: These suffixes are
only used when creating databases with the New Database Wizard (see “Creating Numeric and Date Fields”
on page 74). When creating fields with the Add Field command (see “Add Field” on page 215) or the Design
Sheet (see “The Design Sheet” on page 218) you can use any field name with any field type you like.)

eno

1 i

2P @
TEMFLATES ADD IMFORT MAKE
FIELD TE®T FILE DATHA E

Fields
Crate ; d "
Ehe@A/ # for integer fields :
Fay To
Category O

E_f $ for money fields
Credith
Sy

When you press the Make New Database tool the wizard will create a new database for you. The database is
displayed using a row and column format called the data sheet. The new database contains one blank record
(line) and eight fields (columns).

OO Untitled

[ | Date Chec Pay To Category Memao Debit Credit =

L

] 0

o4

1 visible/1 total IR = ) TR
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The eighth column, Balance, is not visible. To make it visible reduce the text size to 9 pt.

rama File Edit View Fields JRI34® Search Sort Math Setup Wizards D =
. ®@06 Font p d

Date Chec Pay To

=

Debit Credit *
v

()

Up 36 [ e
Down 3] B3
1 visible/1 total ] «/» Other. . Yal» 2
Now all of the columns are visible within the window.
®0 6 Untitled
Crate Checl Pay To Category Merno Cebit Credit Balance _‘h
I

0
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Loading the Data

To demonstrate Panorama’s organizational features you’ll need to type in a bunch of data. That doesn’t
sound like much fun, does it? Didn’t think so. To help you out we’ve created a database that is programmed
to automatically fill your new checkbook database with sample data. Start by choosing Favorite Databases
from the Wizard menu (see “The Favorite Databases Wizard” on page 60). The database you need is called
Sample Checkbook. To locate it, type sample into the search area a the top of the window, then click on Sam-
ple Checkbook.

860 Favorite Databases

Q) zample 'E} ENEmE | Folder [_]Info
Favorites (7 vicible! T2 dotall info | Locadtion | Flelds | Forms | Procedures
@ Puzic Video Samples Falder : Sarmple Dats

@ by Sarmple Invoices Cregted  Man, Oed 30, 2000 @ 532 A
¥ =amp Plodified: The, Jdan 25, 20071 @ 5109 AM
] Sample Alerts Size: 7,540 by tes (65 records)

@ Sample Checkbook
@ Sarnple Dialogs

= EI

13

] ] Dz jpdion
@ Sarnple Price List - -
) This database is pard of fhe Panoranng Sdee—by- &
@ Trigger Samples Step dudawrizl. After you have areated your ¥

fuderizl pwice lict databsse You can open this
dadabare fo audomatically fill vour price lizd

with samede data, IF the database fields do not
reatoh you will be asked i you want fo adjus?

the fields, IF this question aopears make sure o
dowble check the database nanwe before i
oraceed ing. v

| Oouble elick o open database, confrobalick for contexd o, r
S ——

Double click on the Sample Checkbook file to open it. A small window will appear briefly. The database has
been pre-programmed to automatically transfer one year’s worth of sample checkbook data into the new
database you have created.

& O6 Untitled

[ | Date Checl Pay To Category Merno Cebit Credit  Balance .
01 /01 /93 OFENING BEAL &N DEFOSIT 12,7330 12,7330 1
01701798 100 Sparkletis Office Supplies 1420 12,724 8 m
0101598 101 Elue Cross Insurance Health Insurance group RBG-27. 97500 11,7498
01701798 102 Valley Gas Ltilities Heating 43990 11,6939
01701 /598 103 ATET Telecar Long Distance Phone Service 236,24 11 4636
01701598 104 Surf Networks  Telecom S0 =000 11,4136
01701798 105 United Security Utilities dlarrn z0.00 11,383 6
01/01/98 106 UFPS Shipping 144 .02 11,2336
01701 /98 107 Edison General Utilities January Electric 115.55 11,1241
01701798 108 City Serwvices  LHilities “Water o4 .39 11,0637
01701 /98 109 Pacific Properti Rent Januwary Eent 1.,520.00 9489 T
0101598 110 Malley Bell Telecorn Local Phone Service 136,95 9.352.76
01701598 111 General Casualt' Insurance Property Insurance policy Yedz  187.50 916526 .
01/01/98 112 Hamilton Davizs  Insurance “Worker's Cornp policy 817221 S2.00 90735 26 4
01 /02798 DEFOSIT DEFOSIT 3,985.82 15,0530 L

515 visible /515 total ||« »ED RN
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You may want to adjust the widths of some of the columns (see “Adjusting Column Widths, Font and Size”
on page 16).

®0O0 e Untitled
Date Checl Pay To -9 Category Ferno Debit % Credit % Balance  *
v
01401 /93 OPEMING BALANCE DEPOSIT ] 12,732.00 12,739.00
01501592 100 Sparklettz Office Supplies 14.20 12,724 20 m
01401592 101 Elue Cross Inzur ance Health Insurance group XE 275.00 11,749 .20

|||||
mAd Amd Aam 4 ST LI I ) ISR o [N, LI Sl BN R, | I IS R AS S5 A4 4 S5 S,

Before continuing you should use the Save command in the File menu to save your new creation. The first
time you save any file Panorama will ask you to give it a name. You’ll also want to check the Save Window
Positions option (see “Saving Window Positions” on page 86). When everything is set up press the Save but-
ton. (To see what this dialog looks like on the PC see “Saving Your Work™ on page 11.)

type in name of file select folder you want to save file in

\ / Save
1 /
Save As: My Ehecl;?(:-uld E

(< |» | f={m] [ Tutorial B

 Network al | Name 4| Date Modified
= Jaguar ; | My Mailing List Today

= Classic

= Panther

=) Alaska

Ll Fire Jaguar
Ll Fire Panther
L5 Fire Classic
L1 Fire Alaska
| iSightWeb ...
_ CocoaGest...

I 1

g Desktop

[ % Operations
A Applications -
& jimrea

s Mnvrnmantc

@ Panorama () Text Only () Set

| Automatic save after 20  minutes
__| Keep backup copy (.b) of database
ESWE window positions _ No windows

tell Panorama to save window positions

Lf N ew Fulder:'l Lf Cancel :'J f—imﬂ
A

You may also want to add your new file to the Favorite Database wizard. See “Adding A Database To Your
List Of Favorites” on page 36 for a refresher on how to do this.
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Analyzing the Checkbook

In the next few sections you’ll learn several techniques for extracting useful information from any database.

Selecting Data

To select all office supply expenditures, click anywhere in the Category column.

Panorama Handbook

Next, choose Find/Select from the Search menu. (You can also open the Find/Select dialog by clicking on the

number of records in the lower left hand corner of the window). Type office supplies.

Find/Select Data

eSO My Checkbook
[ | Date Checl Pay To Category FMerno Cebit Credit Balance
_?LE_ 01401 /92 OFEMIMNG BALANCE DEFOSIT 12,733.00 12,732.00 b
t 01401 /92 100 Sparkletts Office Supplies 1420 12,724 .80 w
—— 01401498 101 Elue Cross m.l.j Health Insurance group XE 975.00 11,749.580
ﬂ 01401 /92 102 Malley Gas Utilities Heating 4390 11,699.90
S | 01701498 103 ATET Telecam Long Distance Phone Serw 23624 11 463 .66
— 01/01/92 104 Surf Netwaorks Telecam sL 20.00 11 41366
i 014017792 105 United Security Utilities IET Z0.00 11,383 66
Lp | M A0/92 106 UPS Shipping 144.02 11,239.65
— 01/01/98 107 Edison General Ltilities January Electric 115.55 11,124.10
01401792 108 City Services Utilities Water o459 11,059.71
01/01/98 109 Pacific Properties Rent January Bent 1.,220.00 94897
01701598 110 VYalley Bell Telecamn Local Phone Serwyice 135,95 9,502 76
0170198 111 General Casualty  Insurance FProperty Insurance palic, 187.50 2916526 -
0170198 112 Hamilton Davis Insurance “Worker's Comp policy 81 S2.00 9,073 26 *

and

When you press the Select button (or the Enter key) Panorama will select the 73 checks for office supplies in

[ Cancel ) 4 Find 3F v ) 4 Select Eﬂj’l 4 Select Within 3L e R ¢ Select Additional HMJ}
Category v ] Contains ¥ ] Office Supplies|
Category |+ e

the database. All of the other checks will become temporarily invisible.

S 0O6 My Checkbook
L Crate Chezl Pay To Category Flerno Cebit Credit Balance
ﬁ 01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80 .
t 01/05/92 113 Office Max Office Supplies 170.47 14 888 .62 m
——1 01/05/92 116 Kinko's Office Supplies S0.03 12,834 .90
ﬁ 01419/92 131 Staples Office Supplies 126 .83 11,121 .61
& | 01 f19/92 133 Costeo Office Supplies 207 .23 10,742.59
——1 01 /26/98 135 Kinko's Office Supplies 45.24 15,152.15
L 02/02/92 150 Sparkletts Office Supplies 13.98 15,438 .93
Ly 02/09/92 152 Fry's Electronics  Office Supplies 192 .48 15,619.94
— 02/09/92 156 Office Max Office Supplies 12961 14,249 .99
02/09/92 160 Costeo Office Supplies 202.60 11,314 .52
02/16/92 161 Fry's Electronics  Office Supplies 16674 16,291 .24
02A16/92 169 Kinke's Office Supplies 5223 Q75532
02/23/92 172 Kinke's Office Supplies 13251 12 66495
02/23/92 175 Staples Office Supplies 41 .20 12,5502 *
0Z/02/92 179 Staples Office Supplies 2276 17,0228% ¥
7Z vizible /515 total 4> () E RN
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To select only the office supply expenditures in October 1998, re-open the Find/Select dialog. Use the pop up
menus to change the second line to Date and Equal, then type in oct 98. When you want to select an entire
month you must spell out the month, for example nov 02 or january 1997. You can also select a single day, for
example 3/7/96 or August 15, 2001 (see “Locating Dates by Month, Quarter, or Year” on page 339).

Find/Select Data

and
and
and
and

and

(" Find 38F ) ( Select %5 ) ( Select Within 3L ) ( Select Additional %M )

" Category

4] | Contains

‘%] Office Supplies

[ e

‘4] | Equals

%] oct 98

Check i

f

KB

Pay To

I

Category

Memo

L

Debit

I

)
)
)
)

)
)
)

Credit

_

Press the Sel ect button (or the Enter key) to see the 8 checks for office supply expenses in October 1998.

S 0O6 My Checkbook
Crate Chezl Pay To Category Flerno Cebit Credit Balance *
10401592 452 Sparkletts Office Supplies 1220 17,730.80 :
1005592 465 Kinko's Office Supplies 135 .46 17,172.39
1012592 462 Fry's Electronics  Office Supplies 13327 20,504.09
10512592 489 Office Max Office Supplies 2203 20,432 06
10512592 472 Kinke's Office Supplies 29.03 17 62087
10519592 472 Costeo Office Supplies 169.71 21,157 .41
10519592 476 Office Max Office Supplies 6218 19 131.77
10526592 485 Staples Office Supplies 162 .37 18,702.39

2 wvisible /515 taotal

[]«/»t

e

0

&
L
R RE -

When you want to see all of the checks again, choose Select All from the Search menu. You can also undo the
sixteen most recent selections with the Undo command in the Edit menu (see “Undo Select” on page 344).
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Calculating the Grand Total

To calculate the grand total of all the checks in the database start by clicking anywhere in the Debit column.

® 06 My Checkbook

[ | Date Checl Pay To Category Ferno Cebit Credit Balance &
01401 /92 COFEMING BALANCE DEFOSIT 12,739.00 12, 739.00
01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80
01701492 101 Elue Cross Insurance Health Insurance group XE m 11,749.20
01401 /92 102 Valley Gas Ltilities Heating 49 .90 11 ,699.90

2 | 01701498 103 ATET Telecom Long Distance Phone Serv 2Z6.24 11 462 66

Next, choose the Total command from the Math menu. Panorama will add a new record to the end of the
database. This new record is called a summary record (see “Summary Records” on page 209), and it contains
the grand total for all the checks.

- D T re---- e e— N

12525/92 DEFOSIT CEFOSIT 5,264.90 18,949 35
12528592 560 Malley Publications Advertizing Q63 5T 17,29285.80
125285928 561 Paoly Pavroll Servio Payroll 1§?49.3E! 16,236 42

.

v

516 visible /516 total IR (2 ER:

ummary records displayed in bold with blue background grand total

As you can see the column isn’t quite wide enough to display the entire grand total. You can drag on the col-
umn name to adjust the width (see “Adjusting Column Widths, Font and Size” on page 16).

® O 6 My Checkbook
[ | Date Checl Pay Tao Cateqory Ferno *&--  Debit Credit Bala *
v
12521592 551 Coast General FPurchazes Inwoice 61471 27572 17,960
12421 /98 552 Office Depot Office Supplies T2 .46 17,888
12/21/98 553 Staples Office Supplies T4.81 17,813
12521592 554 Century Equipment Fixed Assets 1,062.20 16,749
12521592 555 Stamford Mfg FPurchazes Inwaoice 19188 472 27 16,277
12421928 556 Post Office Shipping 204 &2 16,072
12521592 557 Power Printing ddvertising 24250 15,520
12521492 552 Poly Payroll Servin Fayrall 1,656.55 1Z,873
12521592 559 Fry's Electronics Office Supplies 18922 13,624
12/25/982 DEFOSIT DEFOSIT 526490 18,249
125227592 560 Malley Publications Advertizing QEZ 5T 17,925
12522592 561 Poly Payroll Servin Fayrall 1 5?49.38 16,236m
Y
v
516 visible /516 total || 4w (& R R

When you are finished looking at the grand total use the Cut Record tool to delete it (or press the Delete key,
see “Deleting a Record” on page 273).
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Calculating Subtotals

To calculate the grand total you created a single summary record at the end of the database. To calculate sub-
totals you must create a summary record for every category you want to subtotal. This is done with the
Group Up command in the Sort menu. As an example you’ll create subtotals for each month, and sub-subto-
tals for each category within each month. Start by clicking anywhere in the Date column and choosing Group
Up from the Sort menu.

. E', Panorama File Edit View Fields Text SearchMath Setup Wizards

01/01/928 101 Elue Cross

Insurance

Health Insurance group =E

Sort Down Within

r
([®O0 6 My Checkbook | Sort Up #y [
r Cate Checl Pay To Category Ferno | Sort Ul] Withiﬂ
01401 /95 OFEMING EALANCE DEFOSIT i
01401798 100 Sparkletts Office Supplies ' Sort Down
|
|

0140192 102 Valley Gas

AR 10 ATET

014014798 104 Surf Metwarks
01701598 105 United Security

01401 /92 106 UPS

01701792 107 Edizon General
01/01 /98 1028 City Services
01701598 109 Pacific Properties
0101598 110 Malley Bell

01/01 598 111 General Cazualty
01701598 112 Hamilton Davis
01 /02 /98 DEFPOSIT

513 wizible /513 total

Utilities
Telecom
Telecom
Utilities
Shipping
Utilities
Utilities
Fent
Telecom
Insur ance
Insur ance
DEFOSIT

||« »ED

Heating

Long Distance Phone Sery
5L

& arrn

January Electric

“Water

January Bent

Lazal Phone Service
Froperty Insurance palic,
“Worker's Comp policy 817

“Gowlo

| Group Down
I Group
|

Sort by Color
Group by Color

QOutline Level...

Remove Summaries. ..
Remove Detail...

Toggle Summary Level
T

Since the field being grouped contains dates, Panorama will ask what time period you want to use. The
Month option is already selected, so just press Group.

Group by

 Day
EWEEI{
) Month
E Quarter
S‘rear

C Group :j
C Cancel :j
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At first it may appear that nothing has happened. However, if you scroll the database down you will see that
Panorama has created a summary record after each month. It also creates an extra summary record at the bot-
tom of the database for the grand total. You can identify summary records easily because— 1) they are bold,
and 2) they have a little plus sign to the left of the first column.

® OO My Checkbook
[ | Date Checl Pay To Cateqory Merna Debit Credit Bal *
L4

1 /26492 135 Kinko's Office Supplies 45.24 15,13 —~
01265928 126 Paly Payroll Servic Payrall 1,793 .43 13,25
1 /20492 DEFOSIT DEFOSIT 4,664 34 18,02
01 /30798
02/02/92 137 City Services tilities W ater 45,99 17,37
02/02/92 132 Malley Gas tilities Heating 4739 17,32
02/02/92 139 UPS Shipping o702 17,85

summary record for January 1998

02F22598 175 Staples Office Supplies 41 .20 12,53 |
Q2727798 DEFOSIT DEFOSIT 9,22299 17,75
02527798

03 /02/938 176 ATET Telecar Long Distance Phone Servy 25715 17,49
03 /02598 177 General Casualty  Insurance Froperty Insurance polic, 187.50 17,31

summary record for February 1998

0Z/30/92 219 Post Office Shipping F05.84 14,26-
0Z /20592 220 Airborne Shipping Inwaice 24971 ZZ19 14,23
0330798
04701 F22h 221 City Services tilities Water 4965 14,18
04501 /92 222 Surf Networks Telecarn 5L a0.00 14,13
summary record for March 1998

-1 12721793 2939 Fry's Electronics  Office Supplies 189.22 13,68

2| 12725798 LEFOSIT DEFOSIT 3,264.90 18,24

| 12/728/98 Sed Malley Publications Advertizing Q8357 17,98
12/28/32 561 Poly Fayroll Servin Payroll 1,743.38 16,23&

12528798 -

A

summary record for April 1998

summary record for grand total
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Now click anywhere in the Category column, then choose Group Up from the Sort menu. Panorama will cre-

ate a summary record after each category within each month.

®O6 My Checkbook
L Crate Checl Pay Ta Category e rno Cebit Credit Bal *
ﬁh o1412/92 130 FedEx Shippin Invaice 75951 160,97 11,24 H
ﬁ 01419498 132 Champion Trucking ﬂh Invaice 26309 171.7%9 10,94m
Shippin
E 0140198 103 ATET Telecam Long Distance Phone Servy 2Z6.24 11,48
& | M A01./98 104 Surf Metworks Telecomn 5L 20,00 11,41
—1 01/01/92 110 Malley Bell Telecomn Lozal Phone Service 136,95 2.325
i Teleco
Ly | O1 01492 102 Valley Gas Utilities Heating 49,90 11,69
——] 01/01/92 105 United Security Utilities i larm Z0.00 11,38
_;:i, 01401 /92 107 Edison General Utilities January Electric 115255 1112
Ac==| 01/01/92 108 City Services Utilities W ater 5439 11,06
o] Utilities
i34 | p1/30/98 :
0z/09/92 154 Malley Publications Advertising Q2374 14,69 *
0z/09/92 159 Power Printing ddvertising &54 .04 1152w

summary record for January 1998

L | ozsoziee 141 ATAET Telecom Long Distance Phone Sery
2 | 02702498 145 VMalley Bell Telecom Local Phone Service
] Teleco
i 0202598 137 City Services tilities Water
Ly | D2/02/22 132 Valley Gas tilities Heating
— 02/02/928 142 United Security Utilities i larrn
_;:i, 0z2/02/98 149 Edizon General Utilities February Electric
A=z Utilitie
=== 02/27/9
j::_ 0202592 190 Yalley Publications Advertising
summary record for February 1998
=4 pz/0z2/98 193 Yalley Eell Telecam Local Phone Service
i Telecom
Ly | 02/02/95 183 “alley Gas Utilities Heating
——— 0Z/02/98 185 Edizon General Utilities March Electric
A pz/02498 191 United Security  Utilities Alarm
Azz| 03702793 197 City Services Utilities “Water
= Utilitie
i4 | p3/30/98
04 /13598 \ 241 Foundation %eb Ser Adwvertizing
summary record for March 1998
S | 12/01/98 534 Valley Bell Telecarn Local Phone Service
— 12/01/92 535 Surf Metworks Telecom DL
i Teleco
Ly 12401 /92 o2& Edison General Utilities Cecernber Electric
— 12/01/98 532 Malley Gas tilities Heating
S| 1z/01/98  53F City Services Utilities Water
Az 12501598 52T United Security tilities & larm
= Utilitie
i4 | 12/28/98
659 vizible /65D total IERE (=

summary record for December 1998
summary record for grand total

Z51 .56
11303

43.99
47.99
Z0.00
109.0&

1,051.99
summary records for categories within February

147 .80

24 .23
1035.50
20.00
4923

TOz.99

12325
=20.00

2407
Z9.59
aT.o2
Z0.00

summary records for categories within January

17 468

17,04

17,97
17,92
17,43
15,45

10,57~

10,21

13,88
13,71
10,54

9,32

15,41

summary records for categories within March

16 40
16,35

15,26
16,58
16,53
14,74

R =

summary records for categories within December
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Once the summary records are set up, you’re ready to actually calculate the subtotals. Click anywhere in the
Debit column and choose Total from the Math menu. The Total command will calculate a grand total, subto-
tals for each month, and subtotals for each category within each month.

® OO My Checkbook
[ | Date Checl Pay To Cateqory Merna Debit Credit Bal *
L

?-E 0119592 120 FedEx Shipping Invaice 75951 11,24 -
e L #2798 132 Champion Trucking Shipping Ivaice 26302 Jan shipping 171.72 10,24
£ Shipping 54039 m
[ 01401498 103 ATET Telecom Long Distance Phone Serv 2Z6.24 11,48

S | 01 A1 598 104 Surf Networks Telecomm 5L 20,00 11,41
—1 01501592 110 Malley Bell Telecomm Lazal Phone Service 136,35 =i

B4 Telecom iEE.i o

Ly | 01701795 102 Yalley Gas tilities Heating Jan telecom 4920 11,69
——] 01701 /92 105 United Security tilities & larmm Z0.00 11,38
A2 o1/01498 107 Edison General Utilities January Electric 115.55 11,12
A== 001498 102 City Services Utilities W ater n utiliti b 11,06
=== Utilities Jan Utiities —p oo gq
24 | o1/30/98 17,202 .48 1

0z2/09/592 154 Malley Publications Advertising 2374 14,69 Y1
0z2/09/592 159 Power Printing ddvertizing BS54 04 11,52
subtotal for January 1998
E A pzsozies 141 ATET Telecom Lang Distance Phone Sery 251 56 17 46

X 02502592 145 Malley Bell Telezarn Lazal Phone Service 113.05 17,04

s Telecom ’51 4 .61
—— 02/02/98 137 City Services Utilities Water Feb telecom 4399 17,97

=+ 02502592 138 Malley Gas Itilities Heating 47,99 17,92

Ly | 02/02/95 142 United Security Itilities flarrn Z0.00 17,43
? 02502592 149 Edizon General thi_lit_ie_s February Elest opy tilities 10906 15,45
Sl Utilities A23!‘5-.!]5
Az 02527598 19,773 29
;;J 0ZA02592 190 Mallew Publications  Advertizing 1,051.99 10,57

subtotal for February 1998

i 0z /02798 123 Yalley Bell Telecamn Lozal Phone Service 147 .20 10,21/
= | Telecom ,454-94

I+ 0z /02592 183 Malley Gas Itilities Heating Mar telecom 24 .28 13,88

Ly 0z /02592 185 Edizon General Ltilities March Electric 105.50 12,71
T 0z /02592 191 United Secur ity Ltilities A larrmn Z0.00 10,54
“fE| 0ZTS02592 0 197 City Services Utilities Water M g 49.23 9,52
— ar utilities :

EH Utilities i R
—1 03530598 21.,908.19
2| 04412592 241 Foundation Web Ser Adwvertizing T0Z2.99 15,41 '
subtotal for March 1998

s 12401792 2Z4 Malley Bell Telecomm Lazal Phone Service 12325 16,40
—1 12501592 225 Surf MNetworks Telecomm 5L 20,00 16,35

nd Telecom ’449-["]

Ly | 12401498 526 Edison General  Utilities December Eleg DEC Telecom 94.07 18,26
—] 12/01 /92 5Z2 Valley Gas Itilities Heating 959 16,58
A 1z/01/98  S53z City Services Itilities W ater av.52 16,53
::_II_EE 1201 /92 537 United Security thi_lit_ie_s & larmm Dec utilities S0.00 14,74
o Utilities A221 17 m
| 12528798 _____—»18,055.95 1
== subtotal for December 1998 225 677 .47 i

L
E59 visible /659 total IR (B 4|

Grand Total
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Hiding and Showing Detail

It’s difficult to get a feel for the subtotals when they are mixed in with the raw data. To collapse the database
so that only the monthly totals are visible, choose the Outline Level command in the Sort menu.

File Edit View Fields Text SearchMath Setup Wizards =

@06 My Ck  Sort Up ®U | N
Date Checl Pay To Category Sort Up Within Credit  Bal®
12/14498 549 Post Office Shipping 3 1590
12421795 556 Post Office Shipping Sort Down 16,07

Shipping PP
124017498 527 AT&T Telecom Sort Down Within 17,99
12/01 /98 534 Malley Bell Telecar 16,40
12/01 /98 535 Surf Netwarks Telecar Grﬂ.up Up 16,35
Telecom
12/01/98 526 Edison General Utilities Group Down 18,26
12/01/98 532 Yalley Gas Utilities Group 16,55
12/01/98 533 City Services Utilities 16,53
12/01/98 537 United Security  Utilities 14,74
Utilities Sort by Color m
IE2/ 284598 = Group by Color l 1
v
659 visible /659 total Qutline Level... y
Remove Summaries..
Remove Detail...
Toggle Summary Level
T —

The Outline Level dialog shows how you have grouped the data. At the top is the raw data, all 515 records.
The next level is the Category, then the monthly summaries. At the bottom level is the grand total. To collapse
the database so that only the monthly totals are visible, press the 2 button.

QOutline Level

Cancel

515 records
Category 131 records

@ Date (by month) 12 records
3 ) GRAND TOTAL 1 record
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When you press the button the database collapses so that only the twelve monthly totals and the grand total
are visible. Everything else is hidden. You can quickly see that March was the month with the highest spend-
ing and July the month with the lowest spending.

® O 6 My Checkbook
[ | Date Checl Pay To Category FMerno Cebit Credit Bal *
L 4
01/30/98 17,202.48 .
0z/27/98 19,773.29
03 /30/98 21 ,908.19
04727798 17,708.77
0s/29/98 20,072.21
06/29/98 18,958.28
07731798 15,803 .58
08/31 /98 21 ,410.34
-| 09/28/98 16,210.08
| 10/30/98 17,991 .62
=| 11 /30798 20,584 69
12/28/98 18 luss_as m
F
L 4
13 vizible /559 total | «|»f (2 RN

Why was the spending almost 22,000 dollars in March? To find out, click anywhere on the March summary
record.

® OO My Checkbook
[ | Date Checl Pay To Categaory Merno Cebit Credit Bal *
L 4
01 /30798 17,202 48 -
02727798 19, 773.29
03/C /98| 21,908.19
04 /27798 17, 708.77
05/29798 20,072 21 m
06/29798 18 95828
I_.‘ = Fwra Frr - e -
Now click on the Expand tool.
& O6 My Checkbook
[ | Date Checl Pay To Categary Ferno Cebit Credit Bal *
v
01 f30/98 17,202 48 -
02527598 19,773 29
03/30/98 21.,908.19
0427598 17,708 77
052998 20,072 21 m
062998 18,958 28
07 f31/98 153,803 58
08f31 /98 21 . 41034
16,210.08
17,991 62
11530598 20,584 69
12/28/98 18,053 95
225 677 47

i
T
| 1Z vizible /659 total |I|1 6 ALl
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The Expand tool reveals the next level of detail, in this case the Category summaries for the month of March.

® O 6 My Checkbook
[ | Date Checl Pay To Category Ferno Cebit Credit Bal *
01/30/98 17,202 48 J
02f27598 19, 77329
Advertizing 2202 67
DEFPOSIT 0.00
Fixed Assets 1,363 94 m
Insurance 1,254 50
Office Suppli 1,04F 35
Payroll Q123 23
Purchases 3,447 9%
Rent 1,580.00
Shipping 1,228 69
Telecom 454 94
Utilities 20895 -
21,908.19 1
04 f27 /98 17, 70877 L
24 vizible /659 tatal ||« »ED IR R

To see the actual checks that make up a particular category, just click on the category and then choose the
Expand tool again.

® O 6 My Checkbook
[ | pate Checl Pay To Category Ferno Cebit Credit Bal *
01/30/98 17,202 .48 J
02527798 19,775 29
Advertising 2,202 67
DEFOSIT 0.00 m
Fized Asseils 1,365 94
Insurance 1,254 50
Office Suppli 1,045 33
Payroll 912323
Purchases | 3,447.93
Eent 1.,580.00
Shipping 1,228 690
Telecom 454 94
Utilities 208 95
03730598 21,908_19

F Y
04 /27798 17,708 77 v
24 vizible /G593 total | 4w
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Now the actual checks are visible for each purchase in March.

Panorama Handbook

® 0O 6 My Checkbook
; Crate Checl Pay To Category Ferno Cebit Credit Ba| %
ﬁ Payroll 9123 23 i
t 0Z /02798 172 Oregon Mational Eng Purchazes Inwaice &4191 20577 17,10
— 03/02/92 181 Tech Media Furchazes Inwaice 2910 a56.72 15,49
i 0Z /02798 194 Precizion Plastics  Purchazes Inwaice 104228 493 .49 Q.72
s 0Z /09798 192 Clark Supply Furchazes Inwvaice 47372 21844 | R
— 03/09/92 200 Telon Productions  Purchases Inwaice 26984 26512 12,95
i 0216798 206 Clark Supply Furchazes Inwaice T3927 228 .26 14,34
Ly 0216798 207 0Oregon Mational Eng Purchases Inwaice ¥5178 ZZE.09 14,00
——-| 03/30/92 214 Telon Productions  Purchases Inwaice 18763 22638 17,20
_;::, 0Z /20798 215 Precizion Plastics Purchases Inwvaice 42862 411.58 16,79
Az 0ZZ0M92 212 Miller Industries  Purchases Invaice 47187 20042 14 56
o] &, 447 9%
i Rent 1,580.00
Shipping 1,228 69
Telecom 454 94
Utilities 208 .95
03 f30/98 21,908.19 1
04 527798 17, 70877 a
05529798 20,072 21 L
34 vizible /659 total a4 r — 4> =
If you want to hide the detail again use the Collapse tool.
® OO My Checkbook
; Crate Checl Pay To Category Ferno Cebit Credit Ba| %
ﬁ Payroll 9123 23 i
t 0Z /02798 172 Oregon Mational Eng Purchazes Inwaice &4191 20577 17,10
— 03/02/92 181 Tech Media Furchazes Inwaice 2910 a56.72 15,49
i 0Z /02798 194 Precizion Plastics  Purchazes Inwaice 104228 493 .49 Q.72
s 0Z /09798 192 Clark Supply Furchazes Inwvaice 47372 21844 | R
— 03/09/92 200 Telon Productions  Purchases Inwaice 26984 26512 12,95
i 0216798 206 Clark Supply Furchazes Inwaice T3927 228 .26 14,34
Ly 0216798 207 0Oregon Mational Eng Purchases Inwaice ¥5178 ZZE.09 14,00
——-| 03/30/92 214 Telon Productions  Purchases Inwaice 18763 22638 17,20
_;::, 0Z /20798 215 Precizion Plastics Purchases Inwvaice 42862 411.58 16,79
Az 0ZZ0M92 212 Miller Industries  Purchases Invaice 47187 20042 14 56
oo &, 447 9%
i | Collapse } Rent 1,580.00
- Shipping 1,228 69
Telecom 454 94
Utilities 208 .95
03 f30/98 21,908.19
04527798 17, 70877
05529/98 20,072 21
34 vizible /659 total a4 r — 4> =

To learn more about expanding and collapsing summaries see “STEP 3 - OUTLINE” on page 387.
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Sorting Summaries by Value

Summary records are normally sorted alphabetically by category, but you can resort them by value to pro-
duced a ranked list from highest to lowest. As an example we’ll sort the Category subtotals within each
month to find out the highest spending categories in each month. Start by choosing the Outline Level com-
mand from the Sort menu, then press the 1 button.

Qutline Level

i Cancel )

-/
( DATA | 515 records
1 .} Category 131 records
( 2 ) Date (by month) 12 records
(3 ) GRAND TOTAL 1 record

Now both the monthly and category summaries are visible, but the raw data is not visible. The category sum-
maries are sorted alphabetically within each month (the window has been expanded to show three months
worth of data).

& OO My Checkbook

L Crate Checl Pay Ta Category Fermno Cebit Credit Bal: *
2 [ Advertising | 1,114.85 .
ﬁ DEFOSIT o.00 m

Insurance 1.,254.50

E Office Suppli &14.01

s Payroll T,.319.30

— Purchases 4 106 .41

ixd Rent 1,580.00

Ly Shipping 240359

= Telecom 42519

et V utitities 249 84

Az 01530598 17,202 48

'!";" Advertising 3,874 92

= DEFOSIT o.00

Fizxed Assels 1,974 81

Insurance 1.,254.50

Office Suppli o938 45

Payroll &, 96612

Purchases 2, 135.08

Eent 1,580.00

Shipping 298 76

v Telecom 214 61

Utilities 23605

02527798 19,.773.29

Advertising 220267

DEFOSIT o.00

Fizxed Assels 1,365.94

Insurance 1.,254.50

Office Suppli 1,043 33

Payroll D125 23

Purchases 3,447 93

Eent 1,580.00

Shipping 1,228 69

v Telecom 454 94
Utilities 208 95 1

037307598 21, 90819
Advertising 2 631.00 1
144 vizible /853 total [| o> B
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Now click anywhere in the Debit column, then choose Sort Down from the Sort menu. We’re using Sort
Down instead of Sort Up because we want the largest values at the top.

View Fields Text Search Math Setup Wizards [:] = 0 w41

. ®06 | Sort Up U | |
| Date Cheel Pay To Sort Up Within | Debit  Credit  Bal*
2 [ . 1,114.85 |
~ Sort Down 0.00
A Sort Down Within — 0

&
| Group Up 4,106.4
] 1,580.00
Ly Group Down 540 39
=] Group 423 19
LA 249 84

click on Debit field before sorting

Within each month, the Category subtotals are now sorted by value from highest to lowest. Now you can eas-
ily see that payroll is the largest spending category in each month. Rent and advertising are consistently near
the top, while telecom and utilities are consistently near the bottom.

®O6 My Checkbook
L Crate Checl Pay To Category Merno Cebit Credit Bal: &
A Payroll A .
<] Furchases 4,106 .41 m
Eent 1.580.00
E Insurance 1,254 .50
= Advertising 1,114_85
] Office Suppli &14.01
ixd Shipping 54039
Lp Telecom 423 19
? Utilities 249 84
= DEFOSIT 000
A== 017530598 17,202 48
= Payroll 6,966.12 A
i Advertising % 87492
Purchases 2, 13508
Fixzed Assels 1,974 81
Eent 1.580.00
Insurance 1,254.50
Office Suppli 938 . 45
Telecom 214 .61
Shipping 298 .76
Utilities 23603
DEFOSIT 000
02727798 192,773 29
Payroll 92,123 235 A
Purchases 5,447 935
Advertising 2,202 67
Eent 1.580.00
Fixzed Assels 1,3635.94
Insurance 1,254 .50
Shipping 1,228 69
Office Suppli 1,045 33
Telecom 454 94
Utilities 208 95
DEFOSIT 000 2
03/30/98 21.,908.19
Pavroll 6. 726 .87 1
144 visible /59 total A
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If you’d like to see more detail about a particular summary just click on it and press the Expand tool.

> DEFOSIT o000 %/
Ly 01/30/98 17,202 48
- Payroll 6, 26612
-Z Expand ! Advertising 3,874.92
== Purchases 213508
o= Fixed Assets 1,974 .81
i Rent 1.,580.00
Insurance 1,254 50
938 .45
Telecom 214 .61
Shipping 29876

When Panorama sorted the summary records by value it also moved the corresponding data records so that
you can expand to see the detail. Within each summary the data records have not been sorted by value, they
are still sorted in their original order (by date).

To learn more about sorting summary values see “Sorting Within Groups™ on page 399.

® OO My Checkbook
i Crate Checl Pay Tao Categarsy Mermo Debit Credit Bal: &
E Insurance 1,254 50
%,.: Advertising 1,114 85
—] Office Suppli 61401
E Shipping 540 39
b Telecom 42519
— Utilities Z49 84
ind DEPOSIT 0.00
L 01 /30/98 17,202 48
— Payroll 6. 966 12
at Advertising % 874.92
Az Purchases 2,135.08
= Fixed Assets 1,974 81
i Rent 1,580.00
Insurance 1,254 50
02/02/92 150 Sparkletts Office Supplies 1%.92 15 43¢
02/09/92 1532 Fry's Electronics Office Supplies 192 .48 15,61¢
0Z/09/92 156 Office Max Office Supplies 12961 14,24
0z/09/98 160 Costco Office Supplies 208 .50 11,31<
02/16/92 161 Fry's Electronics  Office Supplies 166.74 16,331
02A&e/92 169 Kinko's Office Supplies 5225 3,752
02423 /92 172 Kinko's Office Supplies 133 .51 12,66
02423792 175 Staples Office Supplies 41 .30 12,522
Office Suppli 938 45
Telecom 214 .61
Shipping 298 _T6
Utilities 236 05
DEFOSIT 0.00
02527598 19,773.29
Payroll 9123 2%
Purchases 5. 447 9%
Advertising 2,202 67
Rent 1,580.00
Fixed Assets 1,363 94
Insurance 1,254 50
Shipping 1,228 69
Dffice Suppli 1. 04F 35 b
152 vizible F/E59 tatal A A
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Removing Summary Records

Summary records are designed to be temporary. When you are done examining the summary records you
need to remove them to restore the database to it’s original state. To do this choose the Remove Summaries
command from the Sort menu. As you can see from the illustration, it doesn’t matter whether the summary
records are expanded or collapsed when you choose this command. The Remove Summaries dialog allows
you to delete some or all of the summary records in the database.

Remove Summaries

Warning: No Undo! 'x Remowve ALL Summaries j. 'a Cancel jl
( 1 ) Debit 131 records
(2 ) Category 12 records
(3 ) Date (by month) 1 record

Since you want to remove all of the summary records press the Remove All Summaries button (or press the
Enter key). This removes all of the summary records and leaves only the original data records. (If you want to
learn how and why you would delete only some of the summary records see “Getting Rid of Summary
Records” on page 399).

® O 6 My Checkbook
i Crate Checl Pay Tao Category FMerna Cebit Credit Bal: &
?-E 01/05/98 114 Poly Payroll Servi [3ERE] 1,817 .32 15,071 H
%ﬁ 0112598 123 Poly Payroll Servin Payraoll 1,833.20 11,68
—1 01/19/98 127 Paly Payroll Serwin Payrall 1,874.75 11 633
E 01/26/98 126 Paoly Payroll Serwin Payrall 1,793.43 13,358
& | S05/98 115 DOregon Mational En Purchazes Invaice 35661 186 36 12,88
— 01/05/98 117 Boston Direct Furchazes Invaice 57240 185.96 12 645
i 01/05/98 118 Precision Plastics Purchazes Invaice GO0G32 459 .86 12,18%
Lp | D1 S05/98 112 Tech Media Furchazes Invaice 48535 3I6 5T 11,852
— 01/05/98 120 Miller Industries  Purchazes Invaice 20513 351.20 11 ,49C
01/05/98 122 dnderson Manufact Purchazes Invaice 17730 627.98 9.745
0112598 124 Anderszon Manufact Purchazses Invaice TI06E a91 .22 11,13%
0112598 125 Clark Supply Furchazes Invaice 91494 1 10,745
01 /19598 125 Tech Media Furchazes Invaice 77138 350.01 15,508
01 /19598 129 Clark Supply Furchazes Invaice 13589 160.71 11 ,40¢°
01 /26798 134 Stamnford Mg Furchazes Invaice 98265 43359 15,195
01/ /98 109 Pacific Properties  Eent January Eent 1.,520.00 Q48
01/ 593 101 Elue Cross Insurance Health Insurance group AE 975.00 11,745
01401 ./98 111 General Casualty  Insurance Froperty Insurance polic, 187.50 =N =
01401 ./98 112 Hamilton Davis Insurance “Worker's Corp policy 817 Q2.00 2.073
01/05/98 121 Cool Creek Studiic Advertizing 1,114.85 10,375
01/ /98 100 Sparkletts Office Supplies 14.20 12,72«
01/05/98 113 Office FMax Office Supplies 17047 14 88¢
01/05/98 116 Kinko's Office Supplies 20.03 12,83
01/19/98 131 Staples Office Supplies 126 .83 11,121
01/19/98 133 Costeo Office Supplies 207 23 10,742
01/26/98 135 Kinko's Office Supplies 45.24 15,152
01701798 106 UFS Shipping 144 02 11,23%
01 /19598 128 Airborne Shipping Invaice 16282 63561 11,570
01/19/98 130 FedEx Shipping Invoice 75951 16097 11,248
01 /19598 132 Charnpion Trucking Shipping Invaice 26309 171.79 10,34<
01/ /98 103 ATET Telecormn Long Distance Fhone Servy 23624 11 463
01/ /98 104 Surf Metworks Telecam S0 20,00 11,412
01/ /98 110 Yalley Bell Telecam Local Phone Service 136.95 Q.352
01701798 102 Yalley Gas Utilities Heating 4990 11,69 ,
01701798 105 United Security Utilities & lakm Z0.00 11,382
01 /01 /98 i dizon Geperal Ltilities January Electric 113.55 1112 ¥
515 visible/515 total  JI[ 4 > e RISV
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Although the summary records are gone, the database still isn’t quite back to its original state. Instead of the
entries being sorted by date they are still sorted by category within each month. To get back to the original
order click anywhere in the Date field and choose Sort Up from the Sort menu.

View Fields Text Search Math Setup Wizards [:] = 9 W 4
806

[ | Date Checl Pay To Sort Up Within | Debit Credit  Bal:
=% 01/05/38 114 Poly Payroll Sef 1,817.32 13,0710
s | 01/12/98 122 Foly Payroll Ser 50T Down 1,222.80 11,585@
— DIEEEEEE 127 Foly Payroll Set i 1,874.76 11,623
W8 01 /26/98 136 Poly Payroigel  2OTT DOWN Within 1,793 43 12,258

& | 01/05/22 115 Oregon National 126 36 12,88
—— D1/05/98 117 Boston Direct Group Up 12526 12 545
| otsosie2 118 Precision Plasti 459,86 12,18¢

Ly | 01/05/92 119 Tech Media Group Down 33667 1,852
—| 01/05/98 120 Miller Industried  Group 261.90 11,490

01 #05/98 122 Anderzon Manufl 627.98 2,745

The database still isn’t quite back in the original order. Originally the check numbers were sorted within each
day.

® OO My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Bal: *
_ﬁ._ 01701 /98 109 Pacific Properties Rent January Bent 1.,520.00 9 ,4at 1
ﬁ 01 /01 98 101 Elue Cross Insurance Health Insurance group AE 27500 11 ,?4‘5@
——1 01501798 111 General Casualty  Insurance Froperty Insurance policy 1287.50 ==t
E 01 /01 98 112 Hamilton Dawis Insurance “Worker's Corp palicy 81° S2.00 9,073
N S0 798 100 Sparkletts Office Supplies 14.20 12,72
=1 01701792 106 UFSE Shipping 144 .02 11,23%
[+ 01 /01 98 103 ATE&T Telecan Long Distance Phone Servy 23624 11 463
Ly | O1 S0 798 104 Surf Metworks Telecorn 5L =000 11,413
— 01501798 110 Yalley Bell Telecorn Local Phone Service 136,95 9,350
017501792 102 Walley Gas tilities Heating 43990 11 69%
017501792 105 United Secur ity tilities & larrn z0.00 11,582
01 /01 98 107 Edison General Ltilities January Electric 115.55 11,12
017501792 102 City Services tilities Water o4 .59 11 ,08%
017501792 OFEMIMNG BEALAMCE DEFOSIT 12,733.00 12,75¢
01/02798 DEFOSIT DEFOSIT 3,985.82 15,05¢
01/05/92 114 Paly Payroll Servic Payrall 1,817.52 13,071

To fix this problem click anywhere in the Check column and choose Sort Up Within (see “Sorting By Two or
More Fields” on page 20).

View Fields Text Search Math Setup Wizards [:] = 9 [ 4

. 8906 | Sort Up U | L
[ | Date Checl Pay To m Cebit Credit Bal: *
X - - | b v

w=a| 01501 798 109 Facific Properti 1,520.00 9435 .
=] 01/01/98 101 Blue Cross Sort Down : 97500 11,745
—— 01501738 111 General Casualty TR 157.50 9165
LB 01/01/98 112 Hamilton Davis Sort Down Within 92.00 9,07z
& | 01701798 100 Sparkletts 14 .20 12,72
— 01401498 106 UPS Group Up 144 .02 11,23<
¥ | oi/01/92 102 ATET - 236.24 11,463
Ly | 01701798 104 SurfNetworks | @roup Down 50.00 11,413
—— 01401498 110 Yalley Bell Group 136.95 9 352
01701498 102 Yalley Gas 4990 11 ,69%
01401498 105 United Security 30.00 11,382
01401498 107 Edison General Sort by Color 115.55 11,12¢
01701498 108 City Services 54 .39 11,065
o1 /01 795 [ oFENING BALAMI Group by Color 12,739.00 12,73¢
01 /02 /95 DEFOSIT 5,985,862 15,05¢
01/05/98 114 Poly PayrollSer  Outline Level. .. 1,817.32 13,071
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Now all of the data is back to its original order.

Panorama Handbook

® O 6 My Checkbook
i Crate Checl Pay Tao Categarsy Mermo Debit Credit Bal: &
E 01401 /92 - OFEMING BEALANCE DEFOSIT 12,78392.00 12,73 i
%,.: 01401 /92 100 Sparkletts Office Supplies 1420 12,?2£m
— 01/01/92 101 EBElue Cross Insurance Health Insurance graup KE 275.00 11,745
E 01401 /92 102 Valley Gas Utilities Heating 4990 11,69
S | 01/01/498 103 ATET Telecarn Long Dizstance Phone Serv 2Z6.24 11 463
—1 01/01/92 104 Surf Metwoarks Telecorn L5l S0.00 11,413
i 01401 /92 105 United Security Utilities & larn Z0.00 11,3832
Ly | O1 01498 106 LUFS Shipping 144 .02 11,235
— 01/01/92 107 Edizon General Utilitie= January Electric 11555 11,12
01401 /92 108 City Services Utilities Water S4.39 11,06
01401 /92 109 Pacific Properties REent January Eent 1,380.00 Q.43
01401 /92 110 Malley Bell Telecorn Lazal Phone Serwvice 136.95 =
01401 /92 111 General Casualty  Insurance Property Insurance palic, 187.50 = =4
01401 /92 112 Harnilton Davis Insurance Warker's Comnp policy 21° Q200 2,073
01402792 CEFOSIT DEFOSIT 5,985.82 15,05
01/05/92 113 Office Max Office Supplies 170.47 14,285
01405792 114 Foly Payrall Serwin Payrall 1,817.32 12,071
01/05/92 115 Oregon Mational Eng Purchazes Invoice Z5661 186 26 12 ,88¢:
01/05/92 116 Kinko's Office Supplies 50.0F 12,83
01/05/92 117 Boston Direct Furchazes Invaice STS40 18596 12,645
01/05/92 1128 Precizion Plastics Purchazes Invaoice EOESZ 459 26 12,182
01/05/92 112 Tech Meadia Furchazes Inwvaice 42536 ZZE BT 11,852
01/05/92 120 Miller Industries  Purchazes Invaice 0513 Ze1.20 11,430
01/05/92 121 Coaol Creek Studiic  &dvertizing 1,114.85 10,275
01/05/92 122  Anderson Manufact Purchazes Invaice 17730 E27 .38 Q.74
01/09/92 CEFOSIT DEFOSIT BIT242 135,520
0112792 122 Paly Payrall Serwin Payrall 1,832 .20 11 ,62¢
0112792 124  Anderson Manufact Purchazes Invaice TA0EE a51.22 11,135
0112792 125 Clark Supply Furchazes Invaice 91494 28715 10,745
0141&6/92 CEFOSIT DEFOSIT 511056 13 85¢
01/19/92 126 Tech Meadia Furchazes Inwvaice ¥7138 Z50.01 13,508
01/19/92 127 Paly Payrall Serwin Payrall 1,874 .76 11 633
01/19/92 128 Airborne Shipping Inwvaice 16582 B35 .51 11,570
0119592 129 Clark Supply Purchases Invaice 13529 160.71 11,40%
01419/92 130 FedEx Shipping Invaice 75951 160.97 11,245
01419/92 131 Staples Office Supplies 12683 111217
515 visible 515 total A ERLaP

With a little bit of advance preparation you can make it much simpler to restore the original database order
after grouping summary records (assuming that you care what order the records are in — in many cases you
won’t. One technique would be to Save the database just before using the Group command, and then use the
Revert to Saved command when you are done (see “Revert to Saved” on page 87). Another technique would
be to create an extra field and fill the field with a numeric sequence (1, 2, 3, etc.) using the Sequence com-
mand (see “Automatic Numbering” on page 442). After you remove the summaries you can simply sort by
this numeric field to restore the original order.
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Automating Tasks with Procedures

Right out of the box, Panorama is a very flexible program. Its built in menus and tools bring incredible power
to your fingertips. Even better, you can easily create your own commands that can be activated with a menu
or button. You can create these commands (called procedures) using Panorama’s built in programming lan-
guage or simply by recording each step with the built in recorder. To start recording a procedure just click on
the Record Procedure tool. The wheels of the recorder will start to spin to let you know that Panorama is
recording your actions (see “Creating a Procedure with the Recorder” on page 1346).

06

Date

My Checkbook

Merno

($)
-

ik

Checl Pay To Cateqory Cebit Credit Balance

v
NG BEALANCE DEFOSIT 12,729.00 12,739.00 -

01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80
01401 592 101 EBElue Cross Inzurance Health Insurance group KBEG- 27500 11,749.80
01401 /92 102 Yalley Gas tilities Heating 49,90 11,629.90

Your job is to create procedures that automate the summary process you just learned. With the recorder run-
ning (make sure the reels are spinning) perform the following steps (the same steps you just performed, see
“Calculating Subtotals” on page 97).

Step Action

1 Click on the Date field.

Choose Group Up from the Sort menu.

Choose the Month option.

Click on the Group button.

Click on the Category field.

Choose Group Up from the Sort menu.
Click on the Debit field.

Choose Total from the Math menu.

O oI N OO Bl W|DN

Choose Outline Level from the Sort menu.

[EEN
o

Click on the 2 button.

When you’ve finished with these steps press the Record Procedure tool again. This stops the recording.

& O6 My Checkbook
[ | Date Checl Pay To Category e rno Debit Credit Balance *
.
02527798 19, 77329
03730598 21.,908.19 m
04 27798 17, 70877
05729798 20,072 21
0629598 18,958 28
07 f31/798 15,803 .58
087351798 21 41034
-| 097287598 16,210.08
Z[ 105307598 17,991 .62
[ 11 F30/598 20,584 .69
12728798 18,053 .95
225,677 45 .
"
v
13 visible /659 total 1B (= RN
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After you stop the recorder a dialog box will appear. Type in the name of the new procedure (in this case
Month & Category Totals) and press the Save Procedure button.

S5ave Recording

New procedure name...

Month & Category Totals|

C Cancel :j 'i Save Procedure :j

Next you’ll create another procedure to remove the summaries and restore the original order of the data (see
“Removing Summary Records” on page 108). Start by turning the recorder back on again.

-0 My Checkbook
_[:"J Crate Checl Pay To Category e rno Debit Credit Balance *
= b

02727798 19, 77329
—- 03/30/98 21,908.19 m
With the recorder running perform the following steps.
Step Action
1 Choose Remove Summaries from the Sort menu.

Click on the Remove ALL Summaries button.
Click on the Date field.

Click on the Check field.

2
3
4 Choose Sort Up from the Sort menu.
5)
6

Choose Sort Up Within from the Sort menu.

When you’ve finished with these steps press the Record Procedure tool again to stop the recording.

® OO My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Balance *
% Lﬂ!mﬁ'ﬁ‘ﬂ!ﬁﬂ!—’ L
-_ﬂ,-_ reck Studiio  Adwvertising 1,114.85 10,375 66 —
010598 122 #nderson Manufact Purchazes Invoice 17730 E27.98 2.747 .58
T o A2098 123 Poly Payrall Servic Payrall 1,833 .80 11 686 .30 m

Panorama will ask you to give this procedure a name of its own.

Save Recording

New procedure name...

Restore Criginal Datal

C Cancel :) ( Save Procedure :j

Before you go any further you should Save your database with the new procedures you just created.



Using the Action Menu

If you look closely you’ll see that a new menu has appeared — the Action menu. This menu contains the two

procedures you just recorded.

View Fields Text Search 5Sort Math Setup
als) My Checkbook
Crate Checl Pay Ta Category Merna

01/05/95 [N Cool Creek Studiio  Advertising

L E Rt T

When you choose a command from this menu it replays the steps that were recorded in the procedure.
Choose the Month & Category Totals command now. Panorama replays the 10 steps in this procedure as fast

4 55 [ S -

as it can — zip zip zip.

hdoe. el Flicecb o oa = |

Wizards
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O . 4)

Restore Original Data

Month & Category Totals

4 =TS

P e sl

AT A

®O6 My Checkbook
[ | Date Checl Pay Ta Category e rno Debit
01 /30798
02727798 19,773.29
03/30/98 21,908.19
04727798 17,708.77
05/29/98 20,072 21
06 /29798 18,958 28
07731798 15,803 .58
08/31/98 21,410.34
09728798 16,210.08
10/30/98 17,991 .62
11/30/98 20,584 .69
12/28/98 18,053 .95
225 ,677.47
13 visible /659 total |« »i (=

Now choose the Restore Original Data command to quickly remove the summary records and restore the

original data order.

Credit

Balance *

L

0

i
L
ERE S

& O6 My Checkbook

[ | Date Checl Pay To Category e rno Debit Credit Balance *
01701798 - OFEMING BEALAMCE DEPOSIT 12,739.00 12,732.00 H
01701798 100 Sparkletts Office Supplies 14.20 12,724 80
01/ /98 101 Elue Cross Insurance Health Insurance group ABG- S75.00 11,749.280
01701798 102 Yalley Gas Utilities Heating 4390 11,693 .90
01/ /98 103 ATET Telecom Long Distance Phone Service 236,24 11 463 66
01/ /98 104 Surf Metworks Telecorn S0 =000 11, 41366
01701798 105 United Security Utilities & larrn 30.00 11,383 65
01701798 106 UFS Shipping 144 .02 11,233.65
01/ /98 107 Edison General Utilities January Electric 115.55 11,124.10
01701798 102 City Services Utilities “Water o439 11,069 71
01/ /98 109 Pacific Properties  Eent January Eent 1.,520.00 9,489
01/ /98 110 Yalley Bell Telecorn Local Phone Service 136.95 9,352.76
01/ /98 111 General Cazsualty  Insurance Froperty Insurance policy ' 187.50 526 o
01/ /98 112 Hamilton Davis Insurance “wWorker's Cornp policy 8172 Q200 Q07326 &
01702798 DEFOSIT DEFOSIT 5,285.82 15,0539.028

515 visible /515 total 1B (= RN

To learn more about the Action menu see “The Action Menu’ on page 1478.
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Editing a Procedure

To see what is inside a procedure open the procedure with the View Menu.

File Edit Fields Text Search Sort Math Setup Action Wizards 6 [

. ® O € DataSheet heckbook |
vate.  Design Sheet | Memo Debit|  Credit| Balance 4
o1/a  Flash Art Scrapbook 1272900 12,739.00 pn
01 40 14 .20 12,724 .50
0140 New Form... Health Insurance group KBG- 975.00 11,749.280
os0 New Crosstab. . Heating 49 .90 11 69990
0140 Long Distance Phone Service 236249 11 463 .66
oi/a  New Procedure... DSL 50,00 11 413 66
01 40 Month & Category Totals , Jhaad Z0.00 11,382 66
01 40 — 144.02 11,239 65
01/0 Restore Original Data January Electric 115.55 11,124.10

01 fﬂm “Water o4 .39 11,0971
01401 acific Properties Fen Januwary Eent 1.,520.00 9489 T

The window switches from the Data Sheet to show the procedure. Each command you recorded appears in a
simple English-like format.

®06 My Checkbook:Month & Category Totals

w GroupUp
Field "Debit"

Total
OutlineLevel "2

"
v
Procedure apened. 4w JA|r 2

Panorama has hundreds of commands that can be used in a procedure — in fact, it has a complete program-
ming language. The fundamentals of this programming language are described starting with “Introduction
to (Panorama) Programming” on page 1337.
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When you used the Month & Category Totals procedure you may have noticed that the screen flashed over
and over again as the commands were performed. By editing the procedure to add two new commands you
can eliminate the extra unnecessary flashing. Edit the procedure to add the two new commands shown in the
illustration below.

® 06 My Checkbook:Month & Category Totals

7 Field "Category"
GroupUp

Field "Debit"

Procedure OF. 4l Jair 2

To try out the revised procedure you’ll need to use the View menu to switch back to the Data Sheet.

File Edit RUETE Search Mark Commands Fields Functions Setu Debu Wizards
p g

. Data Sheet lonth & Category Totals

Design Sheet

b Feld Flash Art Scrapbook -
« | Grou m
: . New Form. ..
73| Field
Gray New Crosstab...
& Field New Procedure...
Tota Month & Category Totals
endn Restore Original Data
w | outli J

To try out your revised procedure choose it from the Action menu.

ile Edit WView Fields Text Search Sort Math EetupWizards i) [

1 ®06 My Checkbook Month & Category Totals
‘gﬂ:\

Cate Checl| Pay To Category Mermo Restore Dfigin31 Data
o1/01 /95 [ oFEMING BEALANCE  CEFOSIT q
01/01/98 100 Sparkletts Office Supplies 14.20 12,724 80

You’ll notice that the procedure now runs with a minimum of extra flashing. (Actually, on a fast machine it

may be a bit difficult to tell the difference for a procedure as short as this, but it can make a big difference with
a slower machine or a longer procedure.)

Before moving on to the next step in the tutorial you choose the Restore Original Data command and then
the Save command in the File menu to save the revised procedure.
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Analyzing Data with a Crosstab

In addition to the Group command Panorama has another powerful tool for summarizing data — crosstabs.
For your next trick you’ll create a crosstab table that displays spending by category vs. month. To create a
new crosstab view you’ll use the View menu. If you are using a Windows PC hold down the Alt key, if you
are using a Macintosh hold down the Control key. Either way, select New Crosstab from the View menu.

ile Edit Fields Text Search Sort Math Setup Action Wizards i) [

1986 Data Sheet heckbook
pate.  Design Sheet | Merno Debit  Credit  Balance 4
o1/2  Flash Art Scrapbook 1,114.85 10,7566
o1 /0 Inoice 17750 62798 9,747 582
o1/ New Form... Z,772.42 1%,520.10
0141 1,8%5.80 11,686 30
0141 I oice TOOSE 551 .22 11,155.09
a1/ New Procedure. .. Invoice 91494 79715 10,747.94
a1 ."'1| Mﬂnth & categﬂw TDIIE'S . 2,1105e 13 ,25251
01/1! 2 Invoice 77158 Z50.01 12,508 .50
01 /1 Restore Original Data 1,874.76 11,632 74
a1 .-'“Im Invaice 16582 6561 11_,5?'].12
011 ark Supply urchaszes Inwvaice 13589 160.71 11,409.41

Type in the name of the new crosstab, in this case Monthly Spending, and then press the OK button.

Create New Crosstab

Mew crosstab name: _|Insert before:
Monthly Spending f 4]

f: Cancel :'Jl.i OK
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Panorama will create the new crosstab window, and then immediately open the Crosstab dialog. This dialog
contains a list of the database fields on the left hand side. On the right hand side is a list of fields in the
crosstab and a diagram of the crosstab layout (both empty to start).

Crosstab Design

Database Fields Crosstab Fields
Date [ s opys |

Check —
Pay To
Category
Memo
Debit Date Formatting

Credit . [ Da .
Balance Period: YaY H

Pattern: J

[ HKemove |

_Crosstab Preview

- diagram of
crosstab layout

() Total
M Count

li Cancel ) li OK )
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To tell Panorama to list months across the top of the crosstab click on Date and then press the »Copy» button
(or double click on Date).

Crosstab Design

Database Fields Crosstab Fields

Date ’mnme

Check

Pay To [ —

Category

Memo

Debit Date Formatting

Credit . . [Da n

Balance Period: UYay |'r]
attern: |

_Crosstab Preview ¥

Date

G Total
B Count

( Cancel } ( OK }

To separate the crosstab into one month per column use the pop-up menu to switch from Day to Month.

Crosstab Design

Database Fields Crosstab Fields
Date »Copys Date
Check
Pay To [ —
Category
Memo
Debit Date Formatting
Credit
Period: Day
Balance Week
Pattern:
_Crosstab Preview Quarter -
Year

Date  —

G Total
B Count

( Cancel } ( OK }
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Next you need to specify the field that will appear down the left hand side of the crosstab table. Click on Cat-
egory and then press the »Copy» button (or double click on Category).

Crosstab Design

Database Fields Crosstab Fields

Date »Copys Date
Check — tegory
Pay To e - J
Category K
Memo

Debit

Credit

Balance

Date Formatting
Period: = Month |3

Pattern: Mon wy

Preview

Date

Category

S Total
@ Count

I.: Cancel ) I.: OK )

Next you must specify what goes in the middle of the crosstab table. Click on Debit and then press the
»Copy» button (or double click on Debit).

Crosstab Design

Database Fields Crosstab Fields

Date [ »Copy= | Date

Check ————————— Category

Pay To \_Remove 1 pahit

Category

Memo

Debit h ate Formatting

Crack Period: = Month |3

Balance

Pattern: IMon wy

_Crosstab Preview

Date

Category ebit

S Total
E Count
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Finally, click the Total radio button so that the crosstab will add up the checks instead of counting them.

_Crosstab Preview

Date
Debit

Category

)

Press the OK button. Panorama will think for a few seconds, then the crosstab table will appear in a new win-
dow slightly below and to the right of the data sheet window (see “Opening More Than One Window Per
Database” on page 189). The crosstab table displays a summary of the information in the database, showing
categories down the left hand side and months across the top (see “Crosstabs” on page 411).

™ OO My Checkbook

906 My Checkbook:XTABS:Monthly Spending
% =8| xtab Jan 98 Feb 98 Mar 98 Apr 98 May *
> |
el Advertising 1,114.82 3,874.02 2,202.67 2,631.00 2,396
sl
g | DERPOSIT 0.00 0.00 0.00 0.00 0
I;TI Fixed Assets 1,974.81 1,363.94 F27.11 2,828
Insurance 1,254.50 1,254.50 1,254.50 1,254.50 1,254
& |
= | Legal 2B2.44
=3 Office Supplies 514.01 938.45 1,043.33 7a2.83 321
PP
Ly Payraoll 7,319.30 6,966.12 8,123.23 6,7/26.87 7,172
Purchases 4,106.41 2,135.08  3,447.93  1,961.64 2,380
Rent 1,280.00 1,280.00 1,280.00 1,280.00 1,280
shipping 240,35 2898.76 1,228.69 1,106.24 1,486 4
Telecom 423.18 514,61 454.94 451.65 417 »
1Z wizible /13 total ||« » D 4>

Just as with the Data Sheet you can adjust the text size and column widths of the crosstab table (see “Adjust-
ing Column Widths, Font and Size” on page 16).

06 My Checkbook:XTABS:Monthly Spending

= | wtab Jan 22 Feb 92 Mar 28 dpr 28 Fay 22 Jun 28 Jdul 28 i
ddvertizing 1,114.85 Z 874,92 2,202.67 2,631.00 2,396 43 2,653 66 1,198.08 H
CEFOSIT .00 .00 .00 Q.00 Q.00 Q.00 Q.00 m
Fized d=szets 1,974 .81 1,363.94 T27.11 2,528.50
Insurance 1,254 .50 1,254 .50 1,254 .50 1,254 50 1,254 50 1,254 50 1,254 50
Legal 282 44
Office Supplies &14.01 238 .45 1,043 23 73283 Z21.54 421 47 &30 .04
Fayrall T,219.30 (=TT e 2,123 23 &, 726 .87 T.AT7242 8,965 83 &,955 52
Furchazes 4,106 .41 2,135.08 Z, 447 93 1,961 &4 2,380.31 2,567.58 2,264 56
Fent 1,580.00 1,580.00 1,580.00 1,520.00 1,520.00 1,580.00 1,580.00
Shipping 240,39 29876 1,228.69 1,106.24 1,486.10 33582 1,136.65
Telecarn 42319 21461 454 94 451 .65 417.80 40295 S30.83
Utilities 249 84 23605 208.95 234 49 234 51 21548 132 .41

TOTAL 1720248 19, 77329 21,90819 17,708 77 Z20,072.21 18,958.28 15,803.58 2 .

' s

L

| 13 vizibles 13 total |I| I = ) RALAP”
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You can split the window into two separate panes by dragging the splitter to the right. The splitter is the
small black rectangle to the left of the horizontal scroll bar (see “Splitting a Window” on page 165).

S O6 My Checkbook:XTABS:Monthly Spending
= | wtab Jan 93 Feb 22 Mar 98 fpr 92 May 92 Jun 22 Jul 28 i
Adwvertising 1,114.85 I,874.92 220267 2,651.00 2,596 43 2,693 66 1,132.02
DEROSIT 0.00 0.00 0.00 0.00 0.00 0.0o 0.0o m
Fized #ssetis 1,974.81 1,363,944 T27.11 2,822.50
Insurance 1,254.50 1,254.50 1,254.50 1,254 .50 1,254 .50 1,254 .50 1,254 .50
Legal 222 .44
Office Supplies &14.01 Q5245 1,04% 23 To2.83 321 .54 421 .47 &30.04
Payroll 731930 6,966.12  9,12828 | 672687  7,17242  B,9668F 695652
Furchazes 4 10541 2,135.08 3,447 93 1,961 54 2.,5220.31 2,967.58 2,264 .56
Fent 1.,520.00 1,520.00 1.,520.00 1.,520.00 1.,520.00 1.,520.00 1.,520.00
Shipping 40,59 29276 1,228.69 1,106.24 1.426.10 23582 1,136.65
z| Telecom 42219 =14 .61 454 .94 451 565 417.280 402 .95 SZ0.83
=1 Utilities 249 .24 235.05 20295 234 49 234 51 21548 19241
| TOTAL 17,202 48 19,773.29 21,908.19 17,708 77 20,072 21 18,958.28 15,80358 2 _
'Y
: bl
13 vizible/ 12 total L = SEEEEEEEEEEE A\ R

Once the window has been split in two you can horizontally scroll each pane separately. If you scroll all the
way to the right you will see the overall totals for each category.

totals for each category

S O6 My Checkbook:XTABS:Monthly Spending
=2l | sctab Jan 98 Feb 92 Mar 98 Oct 98 TOTAL | &
L
Advertizing 111485  3,87492 220267 Z,416.08 4 Nl Z0,011.35)
DEFOSIT 0.00 0.00 0.00 0.00 0.00 m
Fixed Assets 1,974.81 1,363.94 10,222 B6
Insurance 1,254 .50 1,25450  1,254.50 1,254 .50 15,054.00
Leqal 410.02 2 B9T B3
Office Supplies £14.01 92545  1,043.33 79224 7,425 .49
Payrall 7,31930  £,966.12 912323 7,293 E6 9z2,219.14
Purchases 4 106.41 2 135.08  F,447.9% 1,851 .39 29 666 .43
Rent 1,520.00 152000  1,580.00 1,520.00 158,260.00
Shipping S40.39 295,76 1,225.69 722,99 11,153 63
2| Telecom 42319 S14.61 454 .94 44513 5,450 39
= Utilities 249 .54 2E.05 205,95 195.59 2 590,70
z| TOTAL 17,202 48 19,773.29 21,908.19 || 17,991.62 20,584 25,6774
ik
L
1Z vizible /13 total « PN = ERN:

To learn more about crosstabs see “Crosstabs” on page 411.
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Auditing the Crosstab Table

As you examine a crosstab you may find that you need to check out the backup detail behind a certain num-
ber. Doing this is easy—ijust click on the number and then click the Select Original Data tool. For example,
suppose you want to see the individual checks written for purchases in November of 1998. Simply click on
the Nov 98 Purchases cell and click on the tool.

NSNS My Checkbook
[ | Date Checl Pay To Categary Merno Cebit Credit Balance *
01/01/92 [ OPENING BALANCE DEPOSIT 12,7839.00 12,733.00 1
01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80 m
01501792 101 EBElue Cross Insurance Health Insurance group XBG- 27500 11,749 .20
01401 /92 102 Malley Gas Ltilities Heating 4990 11,6%9.90
01701592 103 ATET Telecom Long Distance Phone Service 2Z6.24 11 462 66
01501792 104 Surf Metwoaorks Telecarm L5l S0.00 11,413 66
01401 /92 105 United Security Ltilities & larm &0.00 11,383 66
01401 /92 106 UPE Shipping 144 .02 11,229.65
01501792 107 Edizon General Lilities January Electric 11555 11,124 10
01401 /92 108 City Services Ltilities W ater o439 11,069.71
01501792 109 Pacific Properties Rent January Bent 1,580.00 248971
oot iee © O O My Checkbook:XTABS:Monthly Spending
g: ig; igg | st ab Jan 98 Feb 93 Mar 93 Ot 93 Mo 92 Dec 92 TOT 4
ddvertising 111485 3,874 92 220267 Z,41&.08 2,607 82 252852 20,013
iai .00 o.o0 .00 .00 .00 .00 .0
FIEET AsseT 1,974.21 1,263.94 1,06290 10,2226
In=urance 1,254.50 1,254.50 1,254.50 1,254.50 1,254.50 1,234.50 15,0540
Leqgal 410.02 1,013.05 2,892 5
Office Supplies 1401 23245 1,042 33 To2.24 41542 4914 74234
Fayrall T,212.30 5,955, 12 Q12T 23 7,293 65 9i1§9.31 TO21 .21 92,2194
Furchazes o HEEH i =T L= = (=1=2 = 2,501.5% 296864
Fent 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 1,280.00 12,200
Shipping =d0.E0 292 75 1,228.69 T22.99 I8 68 102492 11,1836
Telezom 42319 214 .61 454 3 44513 45820 445,00 =,430.3
tilities 24984 235.05 202.35 195.59 18414 22117 2,590.7
TOTAL 17,202 48 19,773.29 21,908.19 17,9291 62 20,584 69 18,053 95 225,677,

1Z visible /13 total « 3 EIIENES (2 i<
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After you click on the tool the data sheet shows the detail for the crosstab cell you clicked on, in this case the
nine checks made for purchase in November of 1998.

®0O 0 My Checkbook
[ | Date Checl Pay Ta Category Merna Credit Balance *
11409498 m Clark Supply Furchazes Inwvoice 34449 18 ,856.74 T
11409498 202 Anderson Manufact Purchaszes Inwvoice 26217 18,439 .55
11409498 20& Telon Productions  Purchaszes Invoice 6559 16,085 23
114516498 202 Miller Industries  Purchaszes Invoice 854865 21,224 25
11722798 215 Miller Industries  Purchaszes Inwvoice 29312 19,262 .53
11722798 217 Clark Supply Furchazes Inwvoice 24343 18,99 .02
11722798 219 Starnford ffg Furchazes Inwvoice 11089 16,778.81
11/20/98 221 #nderson Manufact Purchazes Invoice Z2234 20,159 .40
11/20/98 224 Coast General Furchazes Invoice 19839 19,275 .48
06 My Checkbook:XTABS:Monthly Spending
=l [ sctab Jan 92 Feb 92 Mar 292 Oct 92 Mow 98 Lz 92 TOT
ddvertising 1,114 .85 g,874 .92 2,202 67 ,416.08 2,607 .82 2,592852 3I0,011.
DEFOSIT .00 0.00 .00 .00 .00 0.00 Q.
Fixed fzsets 1,974 .81 1,363 .94 10620 10,2220
Insurance 1,254 .50 1,254.50 1,254 .50 1,254.50 1,254.50 1,254.50 15,054
Legal 410.02 1,015.09 2,893,
Office Supplies 514,01 3845 1,043 33 79224 415 42 Zd9 14 T 425,
Payroll 7,519.30 G,966.12 D123 23 7,295 65 9.189.31 702121 92,219,
FPurchases 4,106 .41 2,135.08 447 93 1,881.39 2,501.53 29666,
Rent 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 18,960
Shipping S40.39 298 76 1,228 .69 T22.99 Q32 .68 1,08498 11,183,
Telecom 42219 S14 61 454 24 44513 453 80 449 00 9,450
Utilities 249 84 236,05 20895 195.59 184 14 22117 2,590/
TOTAL 17,202 48 19, 77329 21,908.19 17,991 .62 20,584 69 18 053 .95 225,677

13 vizible 13 tatal

« 89

(=)
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You can use the Select Original Data tool with any cell in the crosstab. In this illustration it has been used to
select all Fixed Assets regardless of month.

OO0 My Checkbook
[ | Date Checl Pay Ta Categaory Merna Cebit Credit Balance *
0z 695 Century Equiprient Fixed Assets 1,974.81 14,417.04 b |
0 /22/98 211 Sun Computers Fixed dzsets 1,5365.94 15,765.11
04 /06 /98 229 Matrix Office Furn Fixed dssets T27.11 10,592 .89
05/04 /92 274 Sun Computers Fixed dzsets 1, 22827 14 137 .63
0si18/92 287 Century Equipmment Fixed dssets 1,055 .48 13,727 62
05/25/92 291 Sun Computers Fixed dzsets 249 75 14 62605
0sA7598 401 Micro Discount War Fixed dzsets 1,076 .67 16,802 99
0s/24/92 410 Century Equipmnent Fixed dssets 284 28 17,146.78
09/21.7/98 440 Matrix Office Furn Fixed dssets 203 25 21,235 .48
12721798 254 Century Equipmnent Fixed dssets 1,063 .20 16,749 72
06 My Checkbook:XTABS:Monthly Spending
=l [ sctab Jan 982 Feb 92 Mar 98 Ot 22 MNow 92 Cec 92 TO
& ddvertising 1,114.85 3,874 92 2,202 67 Z,416.08 2,607 .82 2,528.52 30,011
CEROSIT .00 .00 .00 .00 0.00 .00 C
Fixed hssets 1,974 .81 1,363.94 106890 10,222
Insurance 1,254.50 1,254.50 1,254.50 1,254 .50 1,254.50 1,254.50 15,054
Leqgal 410.02 1,015.09 2,892
Office Supplies E14.01 QZ8.45 1,043 33 T92.24 415 .42 49,14 TA2E
FPayrall T,319.30 5,966.12 Q12823 7,293 65 2,189 .31 702121 92,215
FPurchazes o 106 24 2,135.08 5,447 93 1,881.39 2,930.92 2,501,538 29 ,66¢E
Rent 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 18,960
Shipping ad0.39 298.76 1,228.69 T22.99 938 68 1,084958 11,182
Telecamn 42219 al14.61 454 S 44513 458 .80 445,00 o450
Itilities 249 84 236.05 208,95 195.59 184 14 22117 2,59C
TOTAL 17,202 48 19, 77329 21,908.19 17,991 .62 20,584 62 18,053.95 225,67

13 visible /13 total 1« » ) Ve [[aln = 1
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If you click on one of the cells in the bottom line and use the Select Original Data tool Panorama will select
an entire month of checks, in this case all 43 checks written in February of 1998.

=% R

My Checkbook

Debit

43.99
47.99
ar.08
=0.00
Z31.56
Z0.00
S2.00
1&87.50
113.05
STF5.00
151.04

Credit

My Checkbook:XTABS:Monthly Spending

[ | Date Checl Pay To Cateqgaory Merna
S| 0z/02/08 BEA city Services Utilities Water
Gy 02502598 138 Malley Gas Utilities Heating
— 02/02/92 139 UPS Shipping
[} 02402792 140 Surf Networks Telecan sl
A | 02702498 141 ATET Telecom Long Dizstance Phone Service
— 0270292 142 United Security Utilities & larm
B4 02/025928 143 Harnilton Davis Inzurance Worker's Comp policy 8172
Ly 02/025928 144 General Cazualty  Insurance FProperty Insurance policy '
— 02702592 145 Malley EBell Telecom Local Phone Service
02/025928 14& EBlue Cross Inzurance Health Insurance group KBEG-
02/025928 147 Charnpion Trucking Shipping Invoice 67943
02/02/92
ozs0zee, © O O
Eg jgg jgg ?’ sta Jan 98 Feb 98 Mar 98
P ddvertizing 1,114.85 Z 87492 2,202 67
43 visit 0| DEFOSIT 0.00 0.00 0.00
— | Fixed dssets 1,974 .81 1,365.94
%‘ Insurance 1,254 .50 1,254 .50 1,254 .50
[f7 | Leqal
== Office Supplies G14.01 3845 1,045 33
& FPayrall T,519.30 G562 Q2T 23
| | Purchases ¢ 106 24 2,135.08 44T 93
= | Rent 1,580.00 1,580.00 1,580.00
Ly Shipping ad0.39 298.78 1,228.69
Az Telecan 42Z.19 al4.61 454 9
=1 Utilities 249 84 23605 208,95
22| ToTAL 17,202 48 21,908.19
13 vizible /13 total v B9 4 r

Oct 98

3 416.08
0.00

1,254 .50
410,02
792 24

7,293 66

1,881.39

1,580.00
72299
44513
195.59

Mo 92

2 £07 .52
.00

1,254.50
1,015.09
415 .42
9,189 31
2 930.92
1,580.00
935 68
465 80
184 .14

Balance &

17,9740 1
17,926.07
17 ,868.98 m
17,818.92
17 467 4%
17 437 4%
17,345.4%
17,157.92
17,044 .88
16,059.88
13,918.82

Dec 98

2 52552

0.00
1,063.90
1,254.50

Z4a 14
7,021 .21
2 501 53
1,550.00
1,054,958

443 00

221 17

TOT &

Z0,011 3
0.0
10,222 6
15,054.0
2,893 6
7 4254
92,2191
29,666 4
15,960.0
11,1836
5,450.3
2 5907

17,991 .62 20,584 69 18 ,033.93 223,677,

4 k|

e -

When you are done with the crosstab close the window and, if necessary, use Select All in the Search menu to
make all the records in the data sheet visible again (see “Selecting All Records” on page 35). You can open the
crosstab again later using the View menu. If the data has changed use the Calculate Crosstab tool to re-calcu-

late the table values.

My Checkbool:XTAES:Monthly Spending

17,202 48 REMErwe-l 21 90819 17, 70877 Z20,072.21 18,958.28 1580358 2

806

=8| sctab Jan 95 Feb 98
_ﬁ,{i Calculate Cross Tab !14_35 3 57492
}__. DEROSIT 0.00 0.00
= | Fixed dzzets 1,974 81
i Insurance 1,254.50 1,254.50
[} | Legal
== 1| Office Supplies &14.01 Q32 .45
& | Payrall 721930 696612
¢ | Purchases 4 10541 2,135.08
= | Fent 1.,520.00 1,520.00
B chicping 540,29 292 76
Az| Telecom 422,19 S14.61
= WHilities 249 .24 23605
AAZE| ToTAL

M

13 visible/ 13 total [] <>

To learn more about crosstabs see “Crosstabs” on page 411.

Mar 98

2 20267

0.00
1,563.94
1,254 .50

1,043 .33
9 123 .25
T 447 .93
1,580.00
1,228.69

454 94

208 .95

e

fpr 92

2 £31.00
0,00
72711
1,254.50
282 44
752 83
&, 72687
1,961 64
1,520.00
1,106.24
451 £5
2%4 49

May 92

2 F96 43

0,00
2 82850
1,254.50

721 54
717242
2 Z80.31
1,520.00
1,486.10

417 20

2%4 61

Jun 938

2 653 56
0,00

1,254.50

481 47
2,966 83
2 567.58
1,520.00
835 82
402 95
215 .48

Jul 35

1,195.08
0,00

1,254.50

&30 04
6,956 .52
2 264 56
1,520.00
1,156.65

52053

192 41

ik

v

-'1-%
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Making a Bar Chart

Someone once said that a chart is worth a thousand numbers. Ok, that’s not quite what they said, but let’s
create a chart anyway. Charts are usually displayed from summary records in the database (see “Calculating
Subtotals” on page 97). These can be created with the Group and Total commands you learned about before.
They can also be created with the Summary & Outline Wizard. To open this wizard choose Summary &
Outline Wizard from the Utility submenu of the Wizard menu. The wizard contains eight pop-up menus that
allow you to specify how to summarize the database.

OO0 My Checkbook
[ | Date Checl Pay To Category Ferno Cebit Credit Balance *
L
o1 401 /95 [ OFENING BALANCE DEFOSIT 12,789.00 12,759.00
01/01792 100 Sparkletts Office Supplies ——— —
01401492 101 Elue Cross Insurance Health Insurance group XE E ﬂ & Summﬂr'j"fr'i"l'j" Checkbook
01/01 /98 102 Malleyw Gas Utilities Heatlng I Database Template
01/01 /98 102 ATET Telecar Long Distance Fhone Sery
01401492 104 Surf Metworks Telecomm DsL | Group -|
01/01 /98 105 United Security Utilities A larm | 'I
01/01792 106 RS Shipping |
01/01 /98 107 Edison General Ltilities January Electric | --l
01/01 /98 102 City Services Utilities “Water | —
01401492 109 Pacific Properties Rent January Rent || =]
o1/01492 110 Walley Bell Telecomm Local Phone Serwice || ~|
01/01 /98 111 General Casualty  Insurance Property Insurance policy —
01/01 /98 112 Hamilton Dawvis Insurance wWorker's Cornp policy 217 | 'I
01 /02 /95 DEFOSIT DEFOSIT | Outline Level || -|
515 vigible /515 tatal 1B (= j Report Form | I

| Summar ize " Surnmar ize fPrint " Raw [Data |

We’ll make a chart to display spending per month, so choose Date (by Month) from the first Group pop-up
menu.

& O 7 Summary:My Checkbook

ODatabase Template

Graup

Date (by Day)

Date (by Week)

Date (by Manth) p,
Tetal b | (by Quarter
I Date (by Year)

Check

Total b | R

Outline Lewvel Category

Ferno

Cebit

Credit

Balance

Feport Form

Summarize
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Using the pop-up menus set the first Total option to Debit and the Outline Level to Date (by Month).

M O O Summary:My Checkbook

Database Template

EN | Date (by Month) ~|
| -]
| -]
e [ 3
| S
| 5

Outline Leve | || R -|

Feport Farrn

Summarize " Surnmar ize SPrint " Faw Data

When these three options are set up press the Summarize button. Panorama will group, total, and collapse
the database just as if you had performed these operations manually (see “Calculating Subtotals™ on page 97
and “Hiding and Showing Detail” on page 101). To learn more about this wizard see “The Summaries & Out-

lines Wizard” on page 401.

® O 6 My Checkbook
[ | Date Checl Pay To Category e Debit Credit Balance *
01/30/98 H
02 /27798 19,773.29
03 /30798 21,908.19 m
04 /27798 17,708.77
05/29/98 20,072.21
06 /29798 18,958 .28
07 /31798 15,803 .58
08 /31798 21,410.34
09/28/98 15,210.08
10/30/98 17,991 .62
11/30/98 20,584 .69
12728798 18,053 .95
225,677.41 .
Y
L
2 12 S |« » (= R

The next step in building a chart is to create a new form. If you are using a Windows PC hold down the Alt
key, if you are using a Macintosh hold down the Control key. Either way, select New Form from the View
menu (see “Creating a New Form™ on page 465).

Data 5Sheet
Design Sheet

Flash Art Scrapbook

New Crosstal... I !

MMonthly Spending

MNew Procedure...
Month & Category Totals
Restore Original Data
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You know the drill by now — type in the name of the new form (up to 25 characters).

Create New Form

New Form Name: " Insert before:
spending Chart I H"]

f:: Cancel :1 f: Blank Fnrmj‘l f:: Quick Label :1 f: Quick REpﬂI"‘[}
S ———

Press the Blank Form button to create the new form.

CNANS My Checkbook
® OO My Checkbook:Spending Chart (100%)
<[ 1M M@M&M@h@ﬁm@gﬂm‘
: 3
-
=
- S
3 "
B 5
O™ || Genewva 12pt =0.00" »0.00" Ax0.00" Ayp0.00" o | 4 I [ 3 ‘]-i I [ 2 __,.ﬁ
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Adjust the window size to approximately the size of the chart you want to make, then click on the Chart tool.

. ®O6 My Checkbook:Spending Chart (100%)

|||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h|||+
v

0

-
Y
L
] Geneva 12pt || 4 » T4l =

Move the mouse over the form and then drag from corner to corner to create the chart, just as you would to
create a rectangle or a data cell.

®06 My Checkbook:Spending Chart (100%)
=h|I

I |||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?||||||||||||||||§_|_|J_+
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Your new chart doesn’t look much like a chart yet, in fact it looks more like a dialog!

906 My Checkbook:Spending Chart (100%)

Zif 1M |||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h|||i

F s

| _..|
1 ||||||||||||||| |||||||||||||||

- Simple chart [up to 50 points] |

|'.H| b2
1 ||||||||||||||

I

of~/m Geneva 12pt [d] < > Vv

The buttons and pop-up menus in the dialog allow you to configure the chart. At a minimum, you must
select a legend field and at least one value field (see “Setting Up Legend and Value Fields” on page 976). In
this case the legend field is already set to Date. Use the pop-up menu to set the value field to Debit.

@06 My Checkbook:Spending Chart (100%) k
A '”_...|.|.I.|.5.|.|1.|.|.|.I.|.|...|?|.|...I.|.|...E..|...I...|...|‘.1|.|...I...|...|?..|...I...|...|'?..|‘
value field = Date
= Check
= Pay To
ik Category S
= Memo
E Debit
legend field _

[
1

Simple chart [up to 50 points] |

Ll
Laletal ||||||||

I
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Switch to Data Access Mode to see the actual chart (see “Form Modes: Data Access vs. Graphic Design™ on

page 463).

O My Checkbook:Spending Chart

®
25,000.00 - |
-
- 20,000,00
15,000.00
10,000.00

5,000.00

e

0.00
01/ 02/ 03704705/ 06707/ 087007107117 127

TAMS TS M TS NS NS T S T F N s admyd e s an s

.
v
I

1Z visible /528 total «
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Customizing the Chart Appearance

Let’s dress up the chart a little bit. To do that switch back to Graphic Design Mode (see “Form Modes: Data
Access vs. Graphic Design” on page 463). Then click on the chart and change the font size to 9 point.

J - B E H'!ll" chECkhﬂﬂklﬁpanding Chart {H}um l
BN b b B e B b B b B b &0 4
_: L
= Debit
3
E 10
___: Simpl ¥ 12 ints]
Z3 14
- . 18 L
E 24
S 36
T 48
- up %l
E Date Down 3] ._:
; v
SEIRNE Geneva Other... e

Now select the Output Pattern command from the Text menu.

Text
Font
5iZze

+ Plain Text #T
Bold #B

Italic
Lnderline F#U

Shadow)

Condense
BExtended

' Left Justify
Center
Right
Full

v

Output Pattern...
Build Formula... #¥F
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This command allows you to specify how the dates in the chart legend will be displayed. To display just the
abbreviated month name (Jan, Feb, Mar, etc.) type in Mon (see “Date Output Patterns” on page 261).

re "'H.

Data Cell

Qutput Pattern:

Mo

( Cancel ]( oK )

Use the color pop-up menu to select a different color for the chart bars (see “Graphic Attribute Icons” on
page 995).

Click on the Grid option to display a dotted line from each tick mark.

@06 My Checkbook:Spending Chart (100%)
~ IN_.|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|.El.I.|.|.|.I.|.El.I.|.|.|.I.|.ﬁlél.|.|.|.I.|.|?|.I.|.|.|.I.|.|l?'|.l"'L
iE
23
32
E
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To preview the chart’s appearance without going into Data Access Mode click on the preview flap in the
lower left hand corner of the chart object. The preview flap is the small triangle that looks like a turned up

page cornetr.

preview flap

When in the preview mode you can use the extra fifth chart handle to adjust the margin where the chart leg-

ends appear.

Panorama Handbook
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When the form is switched to Data Access Mode the chart will immediately show any changes made to the

database.
MO My Checkbook
Crate Checzl Pay To Category Ferno Cebit Credit Balance *
v
017530598 17, 202 48 —
02527798 19, 773 29
03730598 21,908.19 m
04727798 17, 70877
05529798 20 072 21
06529798 18,958 28
07531798 15,805.58
08731798 i : i
- ® OO My Checkbook:Spending Chart
10530598 . F Y
117307598 '
12428798 22 ,000.00
20,000 .00
F .
18 ,000.00
1Z visible S22 total {6 00000
14 ,000.00
12,000.00
10,000.00
&,000.00
& 000,00
4 ,000.00
2,000.00
0.00 M
Jan  Feb Mar  Apr May Jun Jul Aug Sep Oct Mow  [Dec a3
13 visible /523 total « + B3 EI
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For example if you edit the summary value for March 1998 the chart will immediately update to reflect that
change (of course it usually doesn’t make any sense to edit a summary value like this). In the illustration
shown below the summary value has been increased from 21908.19 to 27908.19.

NSNS My Checkbook

Crate Checzl Pay To Category Ferno Cebit Credit Balance *

v
01 /30798 17,202 .48 P
02727798 9_77%.29
03 /30798 27 908.19
04727798 —FO8:
05729798 0,072.21 m
06 /29798 18,958.28
07731798 15,803.58
08731798 [ Mv Ch 96 : .

eckbook:Spending Chart

09/28 /98 906 L P 9
10730798 . 4
11/30/98 %0,000.00 - v
12728798

. 23,000,000

13 vizible /528 total I
20,000.00 -

15,000.00

10,000.00 -

5,000.00 -

0.00 -

Jan  Feb Mar  Apr May  Jun Jul Aug Sep Oct Mow  Dec

a
v
1% vizible /528 total « =59 Ja e

We’re finished with the chart, so close the window. Choose Restore Original Data from the Action menu,
then Save the database. To learn more about charts see “Charts” on page 971.
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Data Entry Helpers

Now let’s switch gears. Before you can analyze data you have to get the data into the database, and that usu-
ally means data entry with the keyboard. This job is never easy, but Panorama does have tools that can make
data entry faster and less error prone. The next few sections will look at how the data entry process can be
improved for each of the fields in the checkbook database.

Dates

The first field in the database contains the check date. You can modify the database to default to today’s date
when a new check is created. Start by clicking anywhere in the Date field and then choose the Field Proper-
ties dialog from the Setup menu (see “Field Properties” on page 216). (You can also open this dialog by dou-
ble clicking on the field name at the top of the column.)

Edit View Fields Text Search Sort Math EUE Action Wizards (]
906 My Checkbook = Show Record Count .
[ | Date Checl Pay To Category FMerno . £ nce
01401 /982 OPEMING BALANCE DEPOSIT Field erEI‘[I:__.___ oo
01/01/98 100 Sparkletts Office Supplies . Add Field... N reo m

I 101 Elue Cross In=urance Health Insurance ¢ 120
o1/01498 102 Yalley Gas Utilities Heating | Delete Field 190
o1/01498 103 ATET Telecorm Long Distance P LEE
01401492 104 Surf Networks Telecorm DL | Install Custom Menus... LEE
o1/ 98 105 United Security Utilities & larrn | LEE
01/01/98 106 UPS Shipping |  Default Style & Color... 165
o1/ 98 107 Edison General Utilities January Electrit k10
01401498 108 City Services Utilities Water | Registration 171
01401492 109 Pacific Properties Rent Jaruary Rent I| Nl !.?1
o1/ 98 110 “alley Eell Telecom Local Fhone Ser e
o1/ 98 111 General Casualty  Insurance Froperty Insurance policy ' 1287.50 Q16526
o1/ 98 112 Hamilton Davis Insurance Worker's Cornp policy 8172 S2.00 207326 &
01402 /98 DEPOSIT DEFOSIT 5,985.82 15,059.02
515 visible /515 total 1|« »&ED R
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The Field Properties dialog allows you to modify many of the attributes of each field. The New Database
Wizard has already set up some of the options in this dialog, including the Field Name and the Type.

Field Properties

_ MName & Data Type

Field Name Date

Type | Date * | Digits | O -4

(: Output Pattern... )

_ Data Entry Options

Alignment | Left B
Auto Capitalize | Off K
Duplicates | Yes K3

Clairvoyance | Off |%

{: Advanced Options. .. )

( Cancel ) l:: OK )

To set up the default value for this field press the Advanced Options button in the Data Entry Options area.
The Advanced Data Entry options dialog has several radio buttons for different default values — click the
Today’s Date option.

Advanced Data Entry Options

" 1Same as Tab
| Same as Tab when pressed twice

__ Input Pattern _ Character Range
@ @ Any () Custom
) Alphabetic A A
__ Default Value E Numeric _;B: b
AlphaNumeric
Today J A D
: - e O
_J Automatic increment by one r
B Today's Date G
A0 3
L Litto H
I
__ Space Bar ]
K
L
A

alnl

( Cancel ) ( OK ::l
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After you click this option press this OK button twice to get back to the data sheet. Then press the Add New
Record tool (or select Add New Record from the Edit menu).

® OO My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Balance *
L
E._ 01/01/92 OFEMING BALANCE DEFOSIT 12,739.00 12,739.00
ﬁ 01/01/92 100 Sparkletts Office Supplies 14.20 12,724 .80 m
01/01 /98 101 Elus Cross Insurance Health Insurance group ABG- S7F5.00 11,749.20
E 01701798 102 Malley Gas Utilities Heating 4990 11,699.90
2 | 01701793 102 ATET Telecom Long Distance Fhone Service 22624 11 463 E6
=1 01/01/92 104 Surf Networks Telecom CsL a0.00 11,413 66
i 01701792 105 United Security Utilities & larm Z0.00 11,383 66
Ly | Add New Record } Shipping 14402 11,289.65
E O O = o edison General Utilities January Electric 115.55 11,124.10
01/01/92 108 City Services Utilities Water S 29 11,069.71
o1/ 98 109 Pacific Properties  EBent January Eent 1.,520.00 94289 1
The new check automatically defaults to today’s date.
12/25 /98 DEPOSIT DEPOSIT S 26490 1894936
12522/92 560 “Yalley Publications advertizing Q5357 17,985 .80
561 Poly Payroll Servic Payrall 1, 74938 16,236 42 m
&
L
516 visible /516 total ||« »ED R

Smart

Dates

Panorama is very flexible about how you type dates. We call this feature “smart dates.” You can enter dates
numerically (for instance 04/09/02 or 4/9/2) or you can spell out the date (for instance April 9th, 1997 or Apr 9
97). You can use any character as a separator between numeric dates, for example 4-9-01 or even 4.9.01.

To enter today’s date, simply type today. You can also enter yesterday or tommorow. Panorama will auto-
matically convert these entries to the correct month, day and year.

If the date is in the current week, you can simply type in the name of the day, for example saturday or tue. To
specify a day in the previous or upcoming weeks add the words last or next, for example next tuesday or last
saturday.

Type...

Date Entered

oda

10526 /00

may 17

esterda 10/25/00 |
last frida 10/20/00 |
next wed mm

Play around with entering different dates, then use the Cut Record tool to delete the new record.
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Check Number

The second field contains the check number. You can modify the Field Properties to automatically add one to
create a new check number each time a new check is created. Click anywhere in the Check column and then
choose the Field Properties dialog from the Setup menu (see “Field Properties” on page 216). (You can also
open this dialog by double clicking on the field name at the top of the column.) The New Database Wizard
has already set up some of the options in this dialog, including the Field Name and the Type.

Field Properties

Panorama Handbook

_ Name & Data Type

Field Name |Check

Type | Numeric | #] Digits | 0 )

l: Output Pattern... :'J

_ Data Entry Options

Alignment | Right

Auto Capitalize | Off

B
E

Duplicates | Yes

'3

Clairvoyance | Off [§)

[f Advanced Options. .. :'J

[i Cancel ) (:

oK )

To set up the default value for this field press the Advanced Options... button in the Data Entry area. The
Advanced Data Entry options dialog has several radio buttons for different default values — click the

Automatic increment by one option.

Advanced Data Entry Options

__Input Pattern

_ Character Range

B

@ Any

_ Default Value

) Alphabetic
S Mumeric

+1

® Automatic incremgnt by one
_ Today's Date
O Ditto

) AlphaNumeric

il
. Custom

A

TIOomMmQogn @

F Y

L4
=

C
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After you click this option press this OK button twice to get back to the data sheet. Then press the Add New
Record tool (or select Add New Record from the Edit menu).

® OO My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Balance *
01/01/92 OFEMING BEALAMCE DEPOSIT 12,739.00 12,732.00 H
01/01/92 100 Sparkletts Office Supplies 14.20 12,724 80 m
01/01 /98 101 Elus Cross Insurance Health Insurance group ABG- S7F5.00 11,749.20
01701798 102 Yalley Gas Utilities Heating 4390 11,693 .90
o1/ 98 102 ATET Telecom Long Distance Fhone Service 22624 11 463 E6
o1/ 98 104 Surf Metworks Telecorn S0 =000 11,413 66
01701792 105 United Secur ity Utilities & larrn Z0.00 11,382% 65
Shipping 144 .02 11,239.65
O O = o edison General Utilities January Electric 115.55 11,124.10

01401 /92 1028 City Services Utilities Water o439 11,089.71

The new check automatically defaults to today’s date and is assigned the next check number, in this case 562.

12/25/98 DEPOSIT DEPOSIT 5 26490 12,9493
12528498 SE0 Malley Publications Advertizing QEI.5T 17,985.80
12528598 61 Poly Payrall Servin Payrall 1,749.38 16,236 .42 m
562
'
v
516 visible /516 total ||« »ED R

Pay To

The third field contains the name of the person or company the check is made out to. Since you will often
write checks out to the same people over and over again you can take advantage of a very cool Panorama fea-
ture called Clairvoyance®. Clairvoyance automatically finishes your typing for you as soon as it thinks it can
identify what you are about to type based on the previous entries (see “Clairvoyance®’ on page 287). Clair-
voyance can be turned on and off with the Field Properties dialog. Click anywhere in the Pay To column and
then choose the Field Properties dialog from the Setup menu (see “Field Properties” on page 216). (You may
have also heard that you can open this dialog by double clicking on the field name at the top of the column.
It’s really true!). The New Database Wizard has already set up some of the options in this dialog, including
the Field Name and Type and Auto Capitalize. Use the pop-up menu to turn on the Clairvoyance option, as
shown below.

Field Properties

_ Name & Data Type

Field Name PayTo

Type | Text 4] Digits | 0 %)

Output Pattern...

_ Data Entry Options

Alignment | Left B
Auto Capitalize | Word K2
Duplicates | Yes K

Clairvoyance | Off

S
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Press OK to close the dialog. Now try entering Blue Cross into the Pay To data cell. Leave your finger off the
Shift key as you type because Panorama will automatically capitalize the first letter of each word for you! As
soon as you press the letter |, Panorama’s Clairvoyance® feature will complete the entry for you by typing ue
Cross.

B is automatically capitalized for you because of Auto Capitalize option
12728798 &”nlv Fayrall Serv Payroll 1,749.38 1
10/26/00  S62 |Elue Cross |

Clairvoyance automatically completes the entry for you

Clairvoyance automatically finishes your typing for you as soon as it thinks it can identify what you are
about to type based on the previous entries. If Clairvoyance guesses wrong (because this is a new entry that
hasn’t appeared before) just keep typing and complete the entry yourself.

Clairrows

When you hold down the Command key (Mac) or Control key (Windows), the up and down arrows on the
keyboard become clairvoyant arrows, or “clairrows.” With the key held down you can use the arrows to scan
through the values that are already in the database. Each time you press Command/Control-Down Arrow
the next value appears, while each time you press Command/Control-Up Arrow the previous value appears.
You can scan through the values until you find the information you are looking for, then press the Enter key
to enter the value. To give the clairrows a head start you can type in the first few letters of the information
you are looking for.

type b [g )

| |Elue Cross |

Cd/ C | - Down Arrow [Etnbirecoil

Cd/ Ct | - Down Arrow [Centurvkauipmen

Crd/ Ct | - Down Arrow [Champien Truskio)

Cd/ Ctl -Up Arrow [CenturyEquipmend

Cnd/ Ctl-Up Arrow [Esstenbirest ]
Ent er EENITEE
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Category

The Category field places each check into one of 11 categories (Rent, Insurance, Telecom, etc.) One way to
handle this field would be to use Clairvoyance® as described for the Pay To field. That way you would only
have to type in the first letter or two of the category. However instead of using Clairvoyance you are going to
set up a palette of radio buttons in the pop-up Input Box (see “The Choice Palette” on page 319). This palette
will have a radio button for each category. To set up this palette you’ll need to use the design sheet. Use the
View menu to switch from the data sheet to the design sheet.

EE’ Panorama File Edit Fields Text Search Sort Math

[@ 06 ,
[ | Date Checl Pay To [
127217598 551 Coast General F
127217598 292 Office Depot L
127217598 o035 Staples L
12/21/98 554 Century Equipment F
127217598 =925 Starnford Mg F
127217598 o958 Post Office 5
12/21/98 557 Power Printing £
12/21/98 558 Poly Payroll Servin F
12/21/98 559 Fryw's Electronics €
12725598 DEPOSIT C
12/28/98  S60 Valley Fublications #
127287598 561 Poly Pavroll Servi F
09/26/04  S62 m

Data Sheet i

Setup Action

B

Design Sheet
Flash Art Scrapbook
New Form...
Spending Chart
New Crosstab. ..
Monthly Spending
New Procedure...
Month & Category Totals
Restore Original Data

516 visible 516 total

[ = ®{

&)

Debit

275 72
72 46
74 81

06390

472 37
204 52
542 50
656 .55
18922

953 57
749 35

Credit

5,264 .90

Balance

L
17,9a0.90

17,885.435
17,8135.62
16,749.72
16,277.35
16072735
15,230.235
13 ,8735.68
13,684 .46
18,249 36
17,985.50

16,236 .42 m
ik

J A

' Y

L

The design sheet is kind of like a super-duper Field Properties dialog (see “The Design Sheet” on page 218).
It allows you to see and modify all the properties of every field at once. Each line in the design sheet corre-
sponds to a field, with the name and properties listed from left to right.

® O 6 My Checkbook:DESIGN
Field Marne | Type Digits Align Output Pattern Input Pattern Range Choices Link  Clair Tab Caps Dup Default Equal
v
Mlct: PR Laft Ay Off Off Off  Yes Today
Check Murneric O Right #, g Off  Off Off  ‘es +1 m
Fay To Text ] Left g On  Off “Word Yes
Category Text ] Left g off  Off Word Yes
Ferno Text ] Left g off  Off Off  ‘“es
Debit Murmeric Float Right #, ##¥ ANy Off Off Off  Yes
Credit Murmeric Float Right #, ##¥ ANy Off Off Off  Yes
Balance Murmeric Float Right #, ##¥ ANy Off Off Off  Yes
A
v
|« » D ERE
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To set up the radio buttons click on the Category field name.

® O 6 My Checkbook:DESIGN
Field Marne | Type Digits Align Output Pattern Input Pattern Range Choices Link  Clair Tab Caps Dup Default Equal
L
r Crate Crate ] Left Ay Off Off Off ‘“es Today —
Check Murneric O Right #, Ay Off Off Off ‘ez +1
Pay Ta Tent ] Left Ay On  Off ‘Word Yes
m-l-:l Text 0 Laft Ay Off Off Word Yes
Merna Tent ] Left Ay off Off Off ‘“e=s
.| Debit Murneric Float Right #, ## Ay Off Off Off  Yes .

Now choose the Automatic Choices... command from the Special menu. This command will build a list of
the radio buttons from the existing data. If you leave the number at 2 the command will include every cate-
gory that occurs two or more times in the existing data (see “Creating the List of Choices” on page 319).

Automatic Choices

. Please enter the exception threshold. Any
data that occurs more often than this
threshold will be included in the choice list.

-

v Cancel :,I (: OK :,l

Press the OK button to create the list of choices. Since the width of the column is too narrow to see much of
the list you can either make the column wider or double click on the list to see the entire list (as shown
below). Notice that when a choice contains a space, for example Office Supplies, the space has been replaced
with an _ underscore character, i.e. Office_Supplies.

® OO My Checkbook:DESIGN
Field Marme | Type Digits| Align Output Pattern Input Pattern Range Choices Link  Clair Tab | Caps Dup Default Equal *
T
E Crate Crate ] Left Ay Off Off Off “Yes Today -
Check Murneric O Right #*, Ay off Off Off ‘es +1
FPay To Text ] Left Ay On  Off ‘Word Yes
Category Text ] Left Ay off  Off ‘Word Yes
Merna Text ] Left Ay off Off Off “Yes

Fent Legal DEPOSIT Payrall Telecorn |+
Shipping Insurance Purchases hd
tilities Advertizing Fixed_Asszets

Office _Supplies F
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Use the View menu to switch back to the data sheet.

. @& Panorama File Edit RUEYE Special Text Security Server Wizards & [
Field Marme  Tywpe  Digits Alian Dut* Design Sheet ! ilair Tab Caps Dup Default Equal *
Date pate 0 Leit | Flash Art Scrapbook W Off OFf  Yes Today b
Check Murneric 0 Right *, I Off Off ‘ez +1
Fay To Text ] Left New Form... In  Off ‘Word Yes
Category Text O Left Spendjng Chart I Off ‘Word Yes
FMerno Text ] Left C I I Off Off  ‘Yes
Debit Murneric Float Right *,. New Crosstab... Wf Off Off  ‘Yes
Credit Murneric Float Right *. Monthlv Spendin I Off Off  ‘Yes
Balance Murneric Float Right #,. ¥ -ap 9 I Off Off  ‘Yes m

New Procedure...
Month & Category Totals
Restore Original Data
T — “‘;
v

Before it switches back to the data sheet, Panorama will ask you if you want a “new generation” of your data-
base. What it is really asking you is to confirm the changes you just made to the design sheet (see “Database
“Generations”” on page 218). Press the Yes button.

Do you want a new generation of
_ @ "My Checkbook:DESIGN"?

(Cancel ) (@NeT)

Double click on the empty data cell at the bottom of the Category column. The Input Box will appear, but it is
so small you can only see the first button and part of the second.

12/25/98 DEPOSIT DEPOSIT 5,264.90 182,949 36
12728792 S50 Malleyw Publications Advertizing QEE 5T 17,985 20
12/28/92 251 Poly Payroll Servic Payrall 1,743 28 16,236 42 m
09/26/04  S&2 Boston Direct | @ F'!ent () Leg
F 3
v
516 visible /516 total IR (= Jaie
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Move the mouse to the bottom right corner of the Input Box. The cursor will flip over (see “Expanding the
Input Box™ on page 277). Drag the mouse to expand the Input Box.

12725792 DEFOSIT DEFOSIT 5,264.90 18,949 35
12728798 =60 Malley Publications Advertising QQET.ST 17,285.80
12728798 =61 Poly Payroll Servin Payroll 1,749 .38 16,236 .42 m
03 /2604 552 Boston Direct (*1 "Rent- 8] Le
Tteel i
. L
516 vizible SS16 total [|«® E R

The radio buttons will automatically flow into the expanded box as you change its shape.

12525798 DEFOSIT DEFOSIT o,264.30 18,249 365
12728798 =50 Yalleyw Publications Advertising QI ST 17,285.280
12428498 561 Poly Payroll Servic Payroll 1,749 38 16 236 42 m
09/26/04  S62 Boston Direct *) Rent ) Telecorn (23 Utilities
() Legal () Shipping 72 Advertizing A
() DEPOSIT ) Insurance (O Fixed dssets <
16 visble/S1E fofal T<T» () Payroll ) Purchases () Office Supplies <>

The box can be tall and skinny, short and fat, or anything in between. To select a value just click on the button
and press Enter or Tab, or simply double click on the button. You can also select a value by typing in the first
few letters of the value, for example U for Utilities or Pu for Purchases.

The radio buttons are great if you want to select from one of the predefined categories, but what if you want
to add a check in a new category? To allow this you’ll need to go back to the design sheet (use the View
menu).

®O6 My Checkbook:DESIGN
Field Marne Type Crigit= Align | Output Pattern | Input Pattern Range Choices | Link  Clair Tab Caps Dn*
v
r Crate [rate 1] Left fhry off  Off Off e
Check Murneric O Right *, Ay off  Off Off
Fay To Text ] Left Ay On  Off woard
Category Text ] Left Ay Off  Off ‘ward
Ferno Text ] Left Ay off  Off Off
Debit Murneric Float Right *, ## ANy Off  OFf OFf s
Credit Murneric Float Right *, ## ANy Off  OFf OFf s

Double click on the list of choices, and then type a space and a dozen underscores at the end of the list. (The
underscore is just to the right of the 0 key, hold down the Shift key and press -).

Field Mame Type Crigits Align | Output Pattern  Input Pattern | Fange Choices | Link | Clair Tab Caps [n*
Crate Crate ] Left By off  Off Off H
Check Murneric O Right #*, Ay off Off Off %

FPay To Text ] Left Ay On  Off “woard
Category Text ] Left Ay Rent Legal DEPOSIT Payrall Telecorn  +
Merno Text ] Left Ay Shipping Insurance Purchazes b
Debit Murneric Float Right #*, ## ANy ilities Advertizing Fixed_Azzets
Credit Murneric Float Right #*, ## ANy Office _Supplies |

Balance Murneric Float Right #*, ## ANy
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Press the Enter key and then use the View menu to go back to the data sheet. Double click on the Category
field.

- P g m memm e mrie= === == re---- e e— N

12725792 CEFOSIT CEFOSIT 9,264,290 18,249 .35
12728798 260 Malley Publications Advertizing QEZ ST 17,285.80
12728798 261 Poly Payroll Servic Payrall 1,749 28 16,236 42 m
09/26/04  SE2 Boston Direct {3 Rent {3 Telecom ) Utilities
) Legal ) Shipping ) Advertising .
) DEPOSIT (2 Insurance () Fixed Aszsets v
516 visible /516 total == ) Payroll (% Purchases () Office Supplies Iy

It looks just the same as before! What’s up with that? To find out, expand the Input Box just a little bit more.

12/25/98 DEPOSIT DEPOSIT 5,264.90 18,249 36
12728798 =60 Yalley Publications Advertising Q55T 17,285.80
12728798 =61 Poly Payroll Servin Payroll 1.,749.38 16,236 .42
09/26/04  SE62 Boston Direct ) Rent ) Shipping () Fixed hssets
) Leqgal ) Insurance ) Office Supplies m
{J) DEPOSIT () Purchases () |
) Payroll () Utilities A
() Telecorn () Advertising T ¥ v
S16 wizible 516 total [| 4 ® JA e

Now you can see that there is one additional radio button at the end of the list. To enter a new category click
on this radio button and then type in the new category, in this case Auto.

12425/98 DEFOSIT DEFOSIT 5,264.90 18,949 36
12728792 260 Malley Publications Advertizing QEZ 5T 17,2285.80
12728798 261 Poly Payroll Servic Payrall 1,749 328 16,236 42
09/26/04 SE2 Boston Direct ) Rent ) Shipping ) Fixed hssets
) Legal () Insurance () Office Supplies m
) DEPOSIT () Purchases () | Autd |
) Payroll (2 Utilities k '
) Telecorn () Adwvertising v
S16 visible/S16 total [| | » 4w

Press the Enter key when the entry is completed.

12725792 CEFOSIT CEFOSIT 9,264,290 18,249 .35
12728798 260 Malley Publications Advertizing QEZ ST 17,285.80
12/28/92 S&1 Poly Payroll Servin Payrall 1,749 38 16,286 .42
09/26/04  S62 Boston Direct h

F
L i
S16 visibles/S16 total IER ) RELSV:

To learn more about this feature see “Exceptions” on page 320. Before going on to the next step | recommend
that you Save the database one more time.
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Looking Up the Category From a Previous Record

In this database a particular Pay To will almost always go with a particular category. For example the cate-
gory for checks to Blue Cross will always be Insurance, while the category for Staples will always be Office
Supplies. Panorama can be set up to automatically look up the category from the previous record, if any. To
do this you’ll use the design sheet again. Use the View menu to switch to the design sheet again, then double
click on the Equation column of the Category row (see “Automatic Calculations” on page 306).

COEBES My Checkbool:DESIGN

; Field Marne Type Crigit= Align | Of| |Cefault Equation Fead “write ‘width Motes -
L

L Crate Crate ] Left Today ] ] g -

_t Check Murneric 0 Right *| +1 ] ] 3

——— Pay To Text ] Left ] 1] 12

S Cateqory Feet—F Left ||

& | Mermo Text ] Left

= | [Debit Murneric Float Right

i Credit Murneric Float Right

Ly | Balance Murneric Float Right

Now choose lookup(...) from the Functions menu (see “Functions Menu” on page 1181).

Functions

Operators b lower{text)
Advanced P maxinumbernumber)
Arrays P min{number,number)
f{condtrueFormulafalsefFormula) MiscC 4
abs{number) pattern{number,pattern)
asc(text) rep(text,number)
chrinumber) replace{text.oldtextnewtext)
city(zip) replacemultipleftextoldtexthewtextsep)
clipboard() rnd()
county{zip) round{number,step)
Date & Time b sandwich{pretextiextsuftext)
divzero{humerator,denominator) search{text,phrasetext)
exportcell{field) seq()
extract{text,separator,itemnum) sizeof(text)
fieldstyle{fieldname) state(zip)
fix(number) str{inumber)
fixedinumber) strip{text)
float{number) stripchar{text,range)
grabdataffile field) striptonumitext)
Graphics b striptoalphaftext)
import{) sumi{line)
Info b unigueid{field,root)
int{inumber) upper{text)
length{text) upperword{text)
listchoices(field,separator) val{text)

M RPN -crobiank(number)
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Choosing this menu item opens a dialog for setting up the | ookup( function (see “Linking With Another

Database” on page 1267).

Lookup Function Wizard

| want to retrieve information from the

E

database using the " lookup

| ¢] function.

The information | want to retrieve is in the |

' %] field of this database.

[

The information | want to retrieve is in the record where the

field

"% in the database Untitled

matches the field |

|'# ] in the database My Checkbook.

I.f Cancel ) l: OK j)

Start by selecting the database you want to look up data from, in this case the current database.

Lookup Function Wizard

| want to retrieve information from the 5 0

database using the | lookup

summary & Outline
Zipinfo_Zipinfo.com

izard

a c q a_ r I
The information | want to retrieve is in the

'+ | field of this database.

Next, tell Panorama that if there is more than one match in the database you are interested in the last match
(closest to the bottom), not the first (see “Lookup Variations” on page 1272).

Lookup Function Wizard

| want to retrieve information from the | My Checkbook
database using the lookup
table

function.

The information | want to

' %] field of this database.

lookupselected
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Now tell Panorama what you want to look up, in this case the Category.

Lookup Function Wizard

| want to retrieve information from the | My Checkbook K3
database using the : lookuplast | ¢] function.
The information | want to retrieve is in the Date | #] field of this database.
Check
The information | want to retrieve is in the %
field | + | inthe dati Memo book
. - E Debit
matches the field | Credit e My Checkbook.
Balance
"
( Cancel ) l,: OK jl

We want to look up the category in the last record in the database where the Pay To value matches the Pay To
value in the current field. So select Pay To for both of the last two pop-ups.

The information | want to retrieve is in the record where the

field : Pay To #] in the database My Checkbook

matches the field Date H] in the database My Checkbook.
Check
Category ‘:: Cancel ) ( oK )

—— Memo T —

Debit
Credit
Balance
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Here’s the finished dialog with everything filled in.

Lookup Function Wizard

| want to retrieve information from the | My Checkbook K3
database using the | lookuplast "% | function.
The information | want to retrieve is in the = Category | #] field of this database.

The information | want to retrieve is in the record where the

field | Pay To /%] in the database My Checkbook

matches the field | Pay To ' %] in the database My Checkbook.

( Cancel } C OK )

Press the OK button to build the formula for looking up the previous category.

OEBES My Checkbook:DESIGN

Field Marne Type Crigit= Align | Of| |Cefault Equation Fead “write  idth MNotes i
E Crate Crate ] Left Today ] ] g :

Check Murneric O Right *| +1 ] ] 3

FPay Ta Text 0 Left ) . - e 1 12

Category Text ] Left lookuplast( "My Checkbook™,"Fay To" ,«Pay

Ferno Text ] Left Tox, "Categary™,"" 00

Cebit Murneric Float Right

Credit Murneric Float Right

Balance Murneric Float Right m

To learn more about how this formula works see “Linking With Another Database” on page 1267. For now
just press the Enter key and use the View menu to switch to the data sheet. Then start typing Staples into the
Category field.

12728798 260 Malley Publications Advertizing QEZ ST 17,285.80
12728798 261 Poly Payroll Servic Payrall 1,749 28 16,236 42

09/26/04 562 |5taiIE~5 |

When you press the Enter key Panorama will automatically look up the appropriate category, in this case
Office Supplies.

TRAT

12/28/92 250 Malley Publications Advertizing =l 17,9285 20
12/28/92 581 i Pagroll 1,743.38 16,236 .42
09/26/04 SeZ2 BE Office Supplies

o
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Sometimes the check amount is the same from check to check also, for example a rent or subscription pay-
ment. You can go back to the design sheet and use the same technique to build a formula to look up the pre-
vious check amount. The formula is almost the same as before, but this time it looks up the Debit field and
has a default value of O instead of " (see “Linking With Another Database” on page 1267).

COEBES My Checkbook:DESIGN

Field Marne Type Crigit= &| Equation Fead  ‘Write | 'Width Motes i
[ v

Crate Crate ] L ] ] g -

Check Murneric O F ] ] z

Fay To Text ] L ] ] 12

Category Text ] L[ Inokuplast "My Checkbook","Fa ] ] 10

Merno Text ] L 1] 1] 18

Cebit Murneric Float RY| | lookuplast("My Checkbook”,"Pay To" «Pay

Credit Murneric Float R | Tox,"Debit™,"",00

Balance Murneric Float F

o

One potential problem with both of these formulas is that they will stop working if the name of the check-
book file changes — it’s hard coded as My Checkbook. To fix that you can replace "My Checkbook" with
I nf o(" dat abasenane") , as shown below (see “Looking Up Data in the Current File” on page 1280).

ORB XS My Checkbook:DESIGN

Field Narme Twpe Crigit=| &)  Equation Read ‘wWrite ‘width MNotes i

[rate [rate

Check Murner ic

Fay To Text
Category Text

Merno Text

Cebit Murneric Float
Credit Murneric Float
Balance Murneric Float

=
2
12
10
18

[ookuplast] "My Checkbook™ ,"Fa

lookuplastlinfol "databazenarne ™), "Fay To",«Fay
Tow,"Debit","" 0]

L
K
L
L
L
K
K
K

_ FErBERCe
o O O o O
L A e Y o
L A e Y o
| 4

0

Press the Enter key, use the View menu to go back to the data sheet, then start typing Pacific Properties into
the Category field.

12728798 =60 Malleyw Publications Advertising QEZ. ST 17,2285.280
12728798 a61 Poly Pavroll Servic Payraoll 1,749 328 16,236 .42
09/26/04 562 |F'a-:ific F'r'-:-ﬁer'ties |Elffi-:e Supplies

LT

0

When you press the Enter key Panorama will look up both the category and the amount from the previous
check to Pacific Properties.

12/28/98 =60 Yalley Publications Advertising QI ST 17,285.80
12428792 251 Poly Pavrall Servio Payrall 1, 74238 16,236 42
02/26/04 562 EEEE s Fent 1,520.00

If this isn’t the correct amount you can simply tab over to the Debit field and type in the actual amount. If you
haven’t done so already, Save the database again now.
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Calculating the Checkbook Balance

To calculate the running checkbook balance you’ll need to record a quick procedure. Start by turning the
recorder on (see “Creating a Procedure with the Recorder” on page 1346).

® O 6 My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Balance *
. n L
- Supp Iy Furchazes Invaoice 6287 a02.49 18,226 62 -~
W 125217592 351 Coast General Furchazes Invaice 61471 27572 17,260.20
12721798 552 Office Depot Office Supplies 7245 17,888 42
5 253 Staples Office Supplies 7421 17,813 62
12/21/92 254 Century Equiprnent Fixed Az=zets 1,083.30 16,749 72
12021 /9o EEE CtHarafard Mfa Pivrrhzsas Irveniema 19100 A7 ITT 18 277 TS
Scroll over to the Balance field and click somewhere in the field.
® O 6 My Checkbook
[ | Date Checl Pay Tao Category Fermo Debit Credit Balance *
L
= | 12521/93 290 Clark Supply Furchazes Invoice 6327 302 .49 18,236.62 ~
12721798 251 Coast General Furchazes Invoice 61471 27372 17,260,290
12721798 352 Office Depot Office Supplies TZ.45 17,888 4%
12721798 953 Staples Office Supplies T4.81 1781362
12721798 =924 Century Equiprnent Fized Assets 1,063,920 16, 749,72
12/21/98 555 Stamford Mg Purchazes Invaice 19158 472 E7 162770 5|
12721798 236 Post Office Shipping 204 562 16,072 .3
12721798 227 Power Printing ddvertising =42 .50 15,530.23
12721798 =928 Poly Payroll Servin Payrall 1,606.55 13,873 .68
Choose the Formula Fill... command from the Math menu (see “Filling a Field with a Formula” on page 431).
hMath
Total #T
Average 1
Count
Minimum
Maximum
Running Total
Running Difference

Formula Fill...
Fill...

Enter the formula Cr edi t - Debi t . You can use the Fields menu to help you type in the field names.

Panorama Edit Miﬂns

O Date I

Check
. Pay To i
J Category II «Balance»

Memo
Enter the formul Debit

<

|-

Balance
T
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The finished formula should look like this.

Formula Fill «<Balances

Enter the formula:
Credit-Debit

When you press the OK button Panorama will perform this calculation over and over again for every record
in the database (see “Filling a Field with a Formula” on page 431).

& O6 My Checkbook
[ | Date Checl Pay To Category Flerno Debit Credit Balance *
= 12521598 o920 Clark Supply Furchazes Invoice 6327 302 .49 -Z08 .49 T
12421792 2531 Coast General Furchazes Invaice 61471 27372 -275.72
12/21/98 o002 Office Depot Office Supplies TZ2.45 -T2 .46
12/21/98 o003 Staples Office Supplies T4.81 -74.81
12/21/98 =04 Century Equiprnent Fized Assets 1,065,920 -1,063.20
12/21/98 =95 Stamnford Mg Furchazes Invoice 12188 472E7 -472.37
12421792 256 Post Office Shipping 204 62 204 562
12/21/98 =227 Power Printing ddvertising =2 .50 -o42.a0
12/21/98 558 Poly Payroll Servio Payrall 1,656.55
12/21/98 o929 Fry's Electronics  Office Supplies 18922 -189.22
12725792 DEFOSIT DEFOSIT 526490 5,264.30
12/28/98 =60 Malley Publications Advertising QES.ST -963.57 m
12/28/92 251 Poly Payrall Serwvin Payroall 1,743.38 -1,743 .38
09/26/04 252 Pacific Properties REent 1,580.00 -1,580.00 &
L
516 visible /516 total 1B = BRI

To complete the balance calculation choose the Running Total command from the Math menu (see “Running
Total” on page 382).

Total #T
Average 31
Count
Minimum
Maximum
Running Total
Running Differe

'
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This command will calculate the balance after each check or deposit (see “Using Running Total to Balance a
Checkbook™ on page 382).

® OO My Checkbook
[ | Date Checl Pay To Category Merno Cebit Credit Balance *
L
- 12721798 290 Clark Supply Furchazes Invoice 6327 302 .49 18,236 .62 -~
12721798 251 Coast General Furchazes Invoice 61471 27372 17,260,920
12721798 352 Office Depot Office Supplies 7245 17,8288 42
12721798 95% Staples Office Supplies 7481 17,812.62
12721798 =924 Century Equiprnent Fixzed Assets 1,06Z.20 16, 74972
12721798 295 Stamford Mg Furchazes Invoice 19138 472 E7 16,277.35
12721798 236 Post Office Shipping 204 62 16,072.72
12721798 227 Power Printing ddvertising =42 .50 15,230,235
12/21798 558 Poly Payrall Servis Payrall 1,656.55 (12 573 65 |
12721798 299 Fry's Electronics  Office Supplies 18922 13,684 46
12725798 DEFOSIT DEROSIT 5,264.90 12,949 35
12728798 260 “Yalley Publications Advertising =l 17,985 80 m
12728798 261 Paoly Payroll Serwin Payrall 1,743 28 16,236 42
0972604 252 Pacific Properties Eent 1,5280.00 14 656 42 &
v
516 visible /516 total 1B = BRI
To finish the recording select the recorder tool again.
®O6 My Checkbook
[ | Date Checl Pay Ta Category e rno Debit Credit Balance *
o L
| = Supply Furchazes Invoice 6387 202 .49 18,286.62 -~
N 12721798 251 Coast General Furchazes Invoice 61471 27272 17, 260.20
12721792 252 Office Depot Office Supplies TZ45 17,888 .43
12721792 233 Staples Office Supplies T4.81 17,813 .62
12721798 254 Century Equiprnent Fixed dzsets 1,063,130 16,749.72
12721798 255 Stamford Mg Furchazes Invaoice 19128 472 27 16,277.35
12721792 295 Post Office Shipping 204 .62 16,072.73
12721798 257 Power Printing ddvertising 24250 15,530,235
12/21798 558 Paly Payroll Servis Payrall 1,656.55 m
12721798 259 Fry's Electronics  Office Supplies 18922 13,684 46

Pick a name for the new procedure and type it in, then press the Create Procedure button.

Save Recording

New procedure name...

Funning Balance

_.-" "'H._ _.-" "'H._
r Cancel 3 L Save Procedure )

Now any time you need to update the checkbook balance you can simply select your new procedure from the
Action menu.

Month & Category Totals
Restore Original Data
Running Balance
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If you are curious to see what the code in your new procedure looks like you can use the VView menu to open
it (see “Editing a Procedure” on page 114).

e 0o My Checkbool:Running Balance

Field "Balance"
FormulaFill Credit-Dehit
RunningTotal

= KIC

F Y
w
4w DA 2

Procedure opened.

Before moving on to the next step it’s a good idea to... you guessed it, Save the database.

Drawing a Check Form

To complete your check database you’ll create a check form that can be used for data entry. If you are using a
Windows PC hold down the Alt key, if you are using a Macintosh hold down the Control key. Either way,
select New Form from the View menu (see “Creating a New Form™ on page 465). Type in the name of the
new form (up to 25 characters).

Create New Form

New Form Mame: " lInsert before:
Check| " Spending Chart B

( Cancel ) (—mank—hmg) (" Quick Label ) ( Quick Report )
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Press the Blank Form button to create the new form, then adjust the window to the approximate size of a
check.

My Checkbook

Crate Checl Pay To Category Merno Cebit Credit -

12721798 550 Clark Supply Invaice GIST 30549
12421 /98 551 Coast General Invoice 61471 275.72

Purchaszes
Purchaszes

—_ et — -

12721798 558 Poly Payroll Serv Payr 3
12421498 5959 Fry's Electronics  Offic{ [R50
12725798 DEFOSIT DEPO -
12728798 Se0 Valley Publication: &dve .}
12/28/98 561 Paly Payrall Serv

515 vwisible /515 total

[
28]
12721798 552 Office Depot Offize Supplies T2.46
12721798 553 Staples Office Supplies 7451
12721798 554 Century Equipmen Fixed ——————— - —
12/21/98 555 Stamford Mg Pure| Il ————— My Checkbook:Check (100%) ————HIB
H’12.-"21.-"9E= =236 Post Office Shipg -IN|I|||I||1|I|||I||2|I|||I||3|I|||I||4|I||‘
I_.‘ 12{;21 llll98 55? Pl:lwer_ F'r'"-'t"-'g ﬁd\lre . 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 E

| Kl

-
Genewva | 1zpt ] « [ | b |

Now choose the Form Preferences... command from the Setup menu and use the pop-up menu to set the
form’s background color to light green.

Form Preferences

Viewing Format: ) Individual Pages
S View-as-List
Tab Order: @ Matural
() Data Sheet Order

E Back to Front

Options: _| Fractional Font Widths
| Use Data Style/Color
E Enable up/down arrows
M FileGlobal Variables
"1 Allow Clones
" | Use Server for lookup
| 72 dpi Printing

Ruler Units: | Inches |

L

Tt e

L L

Nudge Distance: | 1 pixel |

Bkgnd Color:
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Before you actually start building the form you need to customize the graphic tool palette. Use the Tool Pal-
ette command in the Setup menu to open the tool configuration dialog.

Lﬁ File Edit Yiew Arrange Text Graphics BIS0NN Wizards Help

My Checkh Rename Form...
[ | Cate Checl Pay To Category FMerno Delete Form Credit -
Rearrange Forms...
St 127521792 350 Clark Supply Furchazes Inwoic Install Custom Menus... 1
12421 /92 551 Coast General FPurchaszes Irvaic 1
127521792 552 Office Depot Office Supplies Tool Palette... 1
127521792 552 Staples Office Supplies Form Preferences... 1
127521792 554 Century Equipmen Fixed —
12/21/98 555 StamfordMig  Pure|d ——— Report Preferences... p)=————HH
Pl 12/21/92 556 Post Office = PR T Special Paper Options... oo b |4| e
Ly | 12/21/98 557 Power Printing  Adveg T Form Comments... S =
127521792 552 Poly Payroll Serv Payr h E —
127521792 239 Fry's Electronics  Offic| [L504  J Field Properties...
12/25/92 DEFOSIT DEPO === — -
127528798 SE0 Malley Publication: Adwve g E Add FIE"_:I'" %N
12/22/92 561 Poly Payroll Serv Delete Field
Convert/Edit Balloon Help
515 wisible 513 total I 1|
-
Geneva | 12pt [w]| |IIIII LAE=
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There are a total of 29 graphic tools available for use in Panorama (shown in the list below on the left). Many
computer screens are not large enough to handle this complete palette of tools (and we expect the number of
tools to increase in future versions). To get around this problem, Panorama allows you to customize the
graphic tool palette on the fly (see “Customizing the Tool Palette” on page 475). You can configure the palette
to contain only the tools that you need right now in any order you want. If your needs change later, you can
simply reconfigure the palette at any time.

Configure Tool Palette

Tools. .. Current Palette...
A= Switch to Data Mode Basic »

& Pointer

= m

suae Crosshair Pointer
S Magnify

[z Data Cell

L Text

. Line

Ll Rectangle

L) Rounded Rectangle
L Oval

e Tile

B Button

g Chart

g Flash Art
o Flash Audic

W Aute Grow

@ Data Button

4 Flash Art Data Button
WGal Flash Art Push Button
=l List

sB Poplp Menu

S Push Button

Advanced »

Programmer =»

Reports =»

“Classic” »

Move All =

Move =

Insert =»

Delete

MMM MMM
WA ANNNLD WA AN

Delete All

>l

(Eancel )C OK )
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On the right is a list of the tools you currently have installed. If this list is empty, Panorama will use the
default tool palette. To move a tool from the left to the right, double click on the tool in the left. Or you can

select the tool (or tools) and press the Move or Insert button. Move the nine tools shown below into the list
on the right.

Configure Tool Palette

Tools... Current Palette...
| Rectangle A C Rasic » ) A=h Switch to Data Mode
) Rounded Rectangle b & Pointer

2 Oval ( Advanced » :) T Text

Bl Tile (" Programmer» ) £ Line

@ Button | Rectangle
iy Chart ( Reports» ) WE Auto Crow
iy Flash Art . B Poplp Menu
. Flash Audio (__“Classic’> ) I, Text Display
W, Auto Grow [El Text Editor
oy Data Button I.i Move All »

When you press the OK button the tool palette in the form will be updated.

O Ewcthkhﬂﬂk:chEEk“ﬂwﬂEE
|||||||||||||||”|||||||||||||||?||||||I||||||||§||||||I||||||||q|-|||||||| t
Geneva | 12pt [w]| 4 |IIIII LB
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Creating the Text Editor SuperObjects

Using the Text menu or the Graphic Control Strip set the text size to 9 points (see “Text Font, Size and Style”
on page 571).

Font 4
: Olpoint
v Plain Text #T m
Bold #B |+ 12
Italic Tkl
Underline FELU 1@
A
Shadow,
Condense £
Extended
Lip #[
« Left Justify Down ]
Center
nght Other...
Full
Output Pattern...
Build Formula... 3#F

With the Pointer tool selected, click the mouse in approximately the location shown below.

[0 =———— My Checkbook:Check {100%:) =———— 0 H

<
X
£l

||||||||||||||||‘!||||||I|||||||| |||||||||||||$||I||||||||||||I?||||||I|

| »

|||||||||||||||| =

£
=
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Now select the Auto Cell Layout command from the Arrange menu (see “Automatically Creating Rows or
Columns of Data Cells or Text Editor SuperObjects” on page 640). You used this command in your My Mail-
ing List database to create data cells, now you’ll use it to create Text Editor SuperObjects (see “Types of Data
Editing Objects” on page 610).

Automatic Cell Layout

( Select All Fields ) ( Line Items ) Layout: | Across _| Same Width
Date 1 'Object Height (Lines)
Check —
Pay To 0 Spacing (Pixels)
Category Extras: | | Field Names | | Boxes
Memo
Efeh[?i:t SuperObject: [ | Create SuperObjects™
Balance Borders: . Top | Left
__ Bottom __| Right
| Shadow || 3D
Formatting: "-_fWrap at end of line
__ Non-White Background
Term when: f Return f Tab
| Up/Down Arrows
l: Cancel ) [: OK )

Start by holding down the Shift key and clicking on each of the first six fields.

Automatic Cell Layout

( Select All Fields ) ( Line Items ) Layout: (| Across [_] Same Width
Date 1 Object Height (Lines)
Check —_— . ‘
Pay To 0 Spacing (Pixels)
Category Extras: | | Field Names || Boxes
Memo
Efeh[;tit SuperObject: || Create SuperObjects™
Balance Borders: _ Top | Left

__ Bottom __| Right
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Next click on the Create SuperObjects™ and 3D checkboxes.

Automatic Cell Layout

F

| Select All Fields :,l (: Line Items :}

Date
Check
Pay To
Category
Memo
Debit
Credit
Balance

Layout: | | Across | Same Width

1 'Object Height (Lines)
D_Spacing (Pixels)

Extras: | |Field Names | | Boxes

SuperObject: @Create SuperObjects™
Borders: _Top —

Formatting: EWrap at end of line

W Non-White Ba ckground

Press the OK button to create the Text Editor SuperObjects.

O My Checkbook:Check (100%) =r—"roo==H B
L |||||||||||||||”|||||||||||||||?||||||I||||||||§||||||I||||||||q|-|||||||| t
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Text Editor SuperObjects may be used as an alternative to data cells for editing text within a form. You can
already see one difference between these two types of objects — the Text Editor SuperObject displays data
even in Graphic Design Mode, not the field name. To see the major difference between these two types of
objects switch the form to Data Access Mode (see “Form Modes: Data Access vs. Graphic Design” on

page 463).
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Text Editor SuperObijects allow you to edit text right in the form window—no double click is required. You
can simply click or drag on the text to begin editing. Press Enter when you are finished. The illustration
below shows the effect of double clicking on the word Poly. As you can see, instead of opening an Input Box
this selects the word for editing.

r | 12528792
- 251

Foly Payrall
b Pl
x|

Since the Text Editor SuperObject doesn’t use an Input Box, you cannot expand the size of the editing area
“on-the-fly” the same way you can with data cells. The editing area must be defined in advance. On the other
hand, the Text Editor SuperObject doesn’t require the extra double click, and works more like other standard
applications you may be used to. See “Creating and Modifying Text Editor SuperObjects” on page 617 to
learn more about Text Editor SuperObjects. For now, however, switch the form back to Graphic Design Mode
so that you can continue designing your new form.

Dressing Up the Check Form

Select the Rectangle tool and draw a rectangle next to the check date (see “Creating a Graphic Object” on
page 472).
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Change the Fill Pattern of the rectangle to solid black (see “Fill Pattern” on page 499).
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Select the Text tool and create a click-text object that says Date. (see “Fixed Text Objects” on page 565).
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Select the Pointer tool and then click on the new text object.

[0 = My Checkbook:Check (100%:) === H
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Use the Graphic Control Strip to set the text color to light yellow (see “Color” on page 504).

0 ="ircara= My Checkbook:Check {100%:) =—— =
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Drag the text over the black box.
[[] =——= My Checkbook:Check {100%) =—— H1H
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Adjust the black box and the text until they line up with the Text Editor SuperObject as shown below. To
adjust these objects you can drag them (see “Moving a Single Object” on page 486 and “Changing the Size of
a Single Object” on page 491) and nudge them with the arrow keys (see “Nudging an Object (or Objects)” on
page 487 and “Nudging the Size of an Object” on page 491).

— S61

Drag a marquee around these objects to select them (see “Selecting Multiple Objects at Once” on page 480).
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Then drag the objects into the upper left hand corner of the form.
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Now drag a marquee just around the box and text objects.
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Hold down the Shift and Option keys on the Mac, or Shift and Alt keys on the PC. With these two keys held
down drag the two objects to the right.

Lotol o f
.

[0 ==——— My Checkbook:Check {100°%:) =———[H H
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Holding down the Shift key insures that you drag the objects at 90 degrees, either perfectly up and down or
perfectly left and right (as in this case). Holding down the Option/Alt key tells Panorama to duplicate the
objects. When you release the mouse you’ll have two copies of these objects.
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Select the Text tool and click on the new text object.
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Edit the text to say Number instead of Date
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Select the Pointer tool and adjust the rectangle size to match the new text.
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Drag the check number up next to these objects.
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Using the techniques you’ve just learned continue re-arranging the form until it looks like this.
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Make a copy of the Pay To caption.
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Change the text to Memo and expand the rectangle to about 1 inch high.

M ——ir— w Eheckhuuk'l:heck (100%) =
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Slide and resize the memo field itself into place.
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To add a scroll bar to the memo field double click on the Text Editor SuperObject to open the object properties
dialog. This dialog lets you turn various object options on and off. Click on the Vertical Scroll Bar checkbox.

Text Editor SuperObject

__ Data

@Field}B "Jvariable ) Formula

Meme
— Display Options — Editing Options
| Padding Insertion Pt.: | at End -4
™ Wrap at fand of line ") Tab = 4 Spaces
™ Non-White Background O Undate Varlable Pvery Key
_ Borders Terminate when: E Return ETah
1 Top | Shadow " Up/Down Arrows
Clleft 3D e e g, (— =
_lBottom [JAqua || e T =
JRight (] Focus Ring B — .
"l Attach Procedure to Object
FEETTIEL f |+] (1 ..Handler
- croll Bars
] Grow Box __|Every Key | Most Keys || Finished | Focus
I.i Cancel :'J l.': OK :'J

When you press the OK button the memo field gets a vertical scroll bar.
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To actually use the form you must switch into Data Access Mode. Notice that the background of the field
being edited turns white (in this case the memo field).

=————— My Checkbook:Check="=—=[0H
m1 FXFETEEIN Murnber EEEM Cateoory RGN =
MFoly Payroll Serwvices E 1,749.38 E
HHFH" Fayroll period from 12514598 to 12/20/98 s
-]
515 visible /515 tatal | 4 U] [» |
Use the Tab key to move from field to field.
=—————— My Checkbook:Check S =|
m1 2728798 w Category [ERIE] =
Q_E' EVRLEF oy Payroll Services B 1,743.38 E
WENLEF 2ol period from 12514592 10 12/20/92 .
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Making the Form Elastic

An ordinary form is fixed — it stays the same no matter what the size of the window is. By adding a single
object to your form you can make it elastic. An elastic form adjusts automatically to fit the window — it
grows when the window grows and shrinks when the window shrinks. Start by switching back to Graphic
Design Mode. Then double click on the memo field to open the object properties dialog.

Text Editor SuperObject

__ Data

Meme

@Field?B " variable ) Formula

" Padding

— Editing Options

— Display Options

Insertion Pt.: | at End 4]

™ Wrap at end of line [ 1Tab = 4 Spaces

Non-White Background P G
E 9 o Umdate Yariabis Puery Hay

— Borders Terminate when: E Return E Tab
1 Top 1 Shadow " Up/Down Arrows
T Left M3 || gy fr— =
[ lBottom [JAqua || ™ Diize Field Ao :::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::'_"'"'E::”
" | Right " Focus Ring Aagtn Caps: | OF a
— Scroll Bars | Attach Procedure to Object
W vertical | Horizontal .- .
- = || ..Handler
__ Thin Scroll Bars ae
Ehcmw Box __|Every Key | Most Keys || Finished | Focus

'i Cancel :)(: OK :)

Turn on the Grow Box option, then press the OK button. The memo field now reserves a spot for the win-

dow’s grow box.
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Using the Rectangle tool draw a box in the spot reserved for the grow box.

GO oo ll period firom 12714 /98 to 1272098

||
iy

k=

8l
Using the Duplicate command in the Edit menu, make a copy of the box (see “Duplicate” on page 539).

Im -3

T

il

Set the Fill Pattern of the new box to solid black (see “Fill Pattern” on page 499).

= .- w ||

L |

Set the color of the new box to the same green color as the background (see “Color” on page 504).

Use the arrow keys to nudge the green box until it covers the white area but leaves the black border.
Hi !

(=g ]

Now to make the form elastic. Start by selecting the Auto Grow tool. (If you can’t find the Auto Grow tool
you need to customize the tool palette. See “Customizing the Tool Palette” on page 475.)
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Starting from the bottom right hand corner of the form, drag the mouse up and to the left. Release the mouse
somewhere between the left edge of the Category field and the right edge of the Pay To field, as shown in the
illustration below. (The blue and green lines in the illustration below have been added to highlight the loca-

tion of these edges.)
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When you release the mouse the Auto Grow configuration dialog appears. The dialog is already filled out for
you except that you need to turn on the Draw Grow Icon checkbox.

Elastic Form Configuration

_Window Size _ Options
. : . _ ® Master
Minimum Height: 104 Maximum Height: O O slave (Horizontal)
Width: | 316 Width: 0 () Slave (Vertical)
= I . -~ i1 ] a arm
| Match This Object | " Bl Draw Grow Icon
- W Proc
T 'x Cancel j. 'x 0K x'
Press the OK button to finish creating this object.
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The auto-grow object is covering up some of the memo field. To fix this use the Send To Back command in
the Arrange menu (see “Changing the Stacking Order” on page 547).

[ | =——— My Checkbook:Check {100%) Hl =
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When you switch the form to Data Access Mode the auto-grow object completely disappears.

[ =——— My Checkbook:Check HEH
Ww Category |gERgl | =
EVREMEF Gy Fayroll Serwvices B 1,749 .38 E
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But the real fun starts when you adjust the size of the window. The form adjusts automatically to the new
size! See “Elastic Forms” on page 900 for a complete explanation of how this magic works.
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To get rid of the extra scroll bars and tool palette choose the Window Tweak command from the Form Tools

submenu of the Wizard menu (see “Turning Window Components On and Off (Window Tweak Wizard)” on
page 170).

|:| = w Checkbook:Check a0a0FfF—7==— E| E
Im1 27287938 M Category RERaaedl

BEWF oy Fayroll Services E 1,749 .38
Favroll period flrom 12514592 10 12/20/92

2

In this case you may want to use the tool palette. To get it back uncheck the Tool Palette option in the Window
Tweak window.

® O 7 Window Tweak

_ Tool Palette
¥ Wertical Scroll Bar
W Horizontal Scroll Bar

Then press the Tweak button twice. Here’s the final result.

=————— My Checkbook:Check=————— HI H
| Date [FIPEIECRN Mornter EEEM Catenory RGN
Q_F' Faly Fayrall Services B 1,749.38

WO avrall period from 12514598 to 1220798
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Oh yeah, one more thing. You have been remembering to Save, right? Well, go for it now, and you’re done.
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Lesson 3: Building an Invoice Database

Now that you’ve mastered basic skills in building databases, forms and procedures you’re ready to tackle a
more complicated task. Organizing invoices (or similar forms like statements, purchases, quotes, expense
reports etc.) is one of the most common jobs performed by database programs. Just as with the other two
databases you’ll start by launching Panorama and the New Database Wizard.

86 n New Database Wizard

-+ it "- " ] - # B =

P @® O] - - A B &y o[
] = P —
TEHFLATES ADD IMFOQRT HAKE MELU OFEM oFEH OFEM OFEM OFEH LOGDH PREFS
FIELDr TEHET FILE DARTAEASE RECEHT FAWYORITE WZARD EXAMFLE HELF

Fiekds Cick Reference
A L Enber gach field namae on a separate line [Name, ODescription, Fhane, eic. )

Mumeric fiskds must end with # [integer), rone#, Pricet, Weight., etc.)
5 (maoney) or . {floating point)

Date Falds must have date in the name (Date, CheckDate, InvoicaDate, atc. )

Instead of building this database from scratch you’re going to use the pre-built Invoice template. To do this
click on the Templates tool.

Choose Template

Blank 3 Simple Invoice
Ten Generic Fields b

Thiz template erestes 3 simple invaice databage. The name and address are all
Mailing List m standard rnailing list stuff. The invoice has four repeating line itern fields - Oy,
Contacts (Basic) ey, Pricedy and Areownty. wWhen the database is generated these will be

expanded into rultiple fields , Oyl , Qw2 , QeE, Hernd |, [bem2Z, lkem3, eto. You can
Contacts (Advanced) contral the nurmber of line items generated with the bos below , the default i 2ix.
Checkbook o o

For each line itemn you enfer & quantity [0ty 1, Oty 2, Otw3, et a description
Expense Report [ltern1 , HemZ, ete.) and a price (Pricel | Price2, ete.), The forrmulas are set up to
Phone Log aufamabically caleulate the total for each line ilem {Amount] , Amount2, Armountd

ete. ] and the subtobal, tax, and grand fotal You can enter the shipping manually,
To-Do List and you can also change the tax rate.
Time Card

The data sheet witw of this database is very stretohed out, so wou'll want to make
Time Card 2 a form that looks more like & reqular invoice. For information about how to do this
Price List quickly see Chapter 5 (Fizldz) and Chapter 15 (Displaying and Editing Text] in the

Fanorama Handbook .

)

Product Inventory
Equipment Inventory

7 Build Database Hﬂw:} { Cancel }E Choose ’

Click on Invoice then press the Choose button.



Page 177

When you select this template the wizard will call up a list of definitions for the twenty fields required for an

invoice, including default values and calculations.

8ean New Database Wizard
C ey

P @ L @ = U ‘ H &y & (8]

TEHFLATES ADD _IMFO AKE HEL OFEH OFEH LOGOM FREFS
FIELD TE®T FILE DRTAEASE RECEMT FAVGRITE WIZARD EXAMFLE HELF
Fialds (Irvoice) Quick Refarence
EJE.::; [ & Enkar gach figld name on a separate ling  (Aame, Oescription, Phane, eic. )
a =
Nsme i b | Numeric fields must end with # (integer), (One#, Prices, Weight., etc. )
Company O % (monay) or . [Aoating point)
Address Date fields must have date in the name  [Dade, CheckDate, fnvoicelate, afc.)
City To spacify default walug use =valus (Country=LISA, City=" [ditta],
State Invoice# =+, Date=todaoy)
Zi . . . L
EEmir-_.,r To assign a caboulation use = [formula) Total$ = Subtotal + Shipping & Tax )
Amounts ={Qty*Price)
Phone U [ty )
Merni -
byt Motes/Tnstructiong
fernis &
Hew Database Wizard L

Frice{:s w
Armoun b E={ 0y Frice )

SubTotal$=Csurnd " dmound e N
TaxRate =775

Tasxfs(TacRate =SubToatal /1 00)
Shippingd="2.00
Totalg={SubTotal+Tax+Shipping)

a

Humber of Ling Ttem (£} Fields: E

T create a new database, sirmply enter the narmes of the fields you want to create
in the Biose 8o the boft, one Field por ling. You can start with the blank farm shown
here, ar slart by selesling & pre-built template from Template menu Cal the lop
af this wirdow], After the felds names are entered press the Make New
Database bution,

Importing & Tesxt File

To create a new database from & tab or coroma delimited text file, press the
Import Text File button and select the file, The first line of the file will appear
i the bocd ko the beft = one field per line. If the first lire of the lext file contains
the Fleld nares, just press the Make New Database button to create the
database and import the data, i the first lie contains data, simply replace each
data item with the name wou want fo use for the fisld, Don't add or remove any
lines. You gan also add suffixes for rumerio fields , default values and caloulations
Caee below],

0

=
ik
v
| .

Y

By default the wizard will create a database that allows up to six line items per invoice. Let’s increase this to

twelve line items per invoice.

Fernin

Qb ®

&l

Frice s

Arrountd s ={ iy *Pricel)
SubTotald=Czurnl " &mound " 1)
TaxRate =7 75

Tawfs(TaxcFate SubTotsl /1000
Shippingd=5.00
Totalf=(SubTota#+Tax+Shipping)

Al

Numbser of Line Ttemn {01} neu( ER )

Motes/Inatructions

New Database Wizard

To create a new database, sirmply enter the names of the fields ywou want to create
im the bood 80 the beft, one Field per ling. You can start with the blank form shown
here, o slart by selesling & pre-built lemplate from Template menu Cal the lop
of this window ). sfter the fields narmes are entered press the Make New
Database button.

Importing a Text File

To create a new databasze flrom a tab or cormma delimited text file, press the
Import Text File button and select the file, The first line of the file will appear
ifi the Biocd B0 the beft = one foeld par line. I the forst lire of the fext file contains
the fleld nares, just press the Make New Database button to create the
databaze and import the data, i the first line contains data, simply replace each
data item with the name you want fo use for the field, Don't add or remove any
lines, You gan alzs add suffixes for nurmerio fields | default values and saloulations
[gee below).

i
L i

0

S
&
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[ .

Number of line items per record
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Press the Make New Database tool to actually create the database. The new database has so many fields that
we can only see a small portion of them at once using the data sheet.

@00 Untitled
Murn | Drate Marne Cornpany Address City State  Zip Countr *

v

| 1 IERr i w

=
a
v
1 visible /1 tatal f JAlr

Before going any further you should Save the new database. Give it the name My Invoices and save it in the
same folder as your first two databases. Be sure to check the Save Window Positions option in the Save As
dialog.
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Line Item Fields

The New Database Wizard invoice template contained 20 fields. However, if you look in the design sheet (use
the View menu) you will see that the database actually contains 64 fields.

06 Untitled:DESIGN
1 Field Narme Type Crigit= &lign  Output P | Input Pattern Range Che Link  Clair Tab Caps  Dup| Default | Equation
- Murneric 0 Right *, By Off  Off Off  Yes +1 1
%ﬂ Crate Crate ] Left Sy Off Off Off “es foday m
———| Mame Text ] Left Sy Off  Off “word Yes
E Cornpany  Text ] Left Sy Off  Off “word Yes
& | Address Text ] Left Sy Off  Off “word Yes
= | City Text ] Left Sy Off  Off “word Yes
i State Text ] Left Sy off  Off &ll  Yes
Ly [ Cip Text ] Left Sy off  Off &ll  Yes
— | Country Text ] Left Sy Off  Off “word Yes
Phaone Text ] Left ) - &ny Off Off Off ‘ez
Ferno Text ] Left Sy off  Off Off ‘“es
iy Murneric O Right *, Sy off  Off Off ‘“es
Itern Text ] Left Sy off  Off Off ‘“es
Pricel Murmeric Float Right #, ## Ay Off Off Off ‘ez
amount!  Mumeric Float Right #*,.## Ay Off Off Off ‘ez Dy Price
Qg2 Murneric O Right *, Sy off  Off Off ‘“es
ltern2 Text ] Left Sy off  Off Off ‘“es
Pricez Murmeric Float Right #, ## Ay Off Off Off ‘ez
amount2  MNumeric Float Right #*,. ## Ay Off Off Off ‘ez Dy Price
Qw3 Murneric O Right *, Sy off  Off Off ‘“es
ltern3 Text ] Left Sy off  Off Off ‘“es
Price3 Murmeric Float Right #, ## Ay Off Off Off ‘ez
amount3  MNumeric Float Right #*,.## Ay Off Off Off ‘ez Dy Price
iy Murneric O Right *, Sy off  Off Off ‘“es
Itern Text ] Left Sy off  Off Off ‘“es
Priced Murmeric Float Right #, ## Ay Off Off Off ‘ez
amountd  MNumeric Float Right #*,. ## Ay Off Off Off ‘ez Dy Price
Qiys Murneric O Right *, Sy off  Off Off ‘“es
Qty10 Murneric O Right *, Ay off Off Off ‘“es
Itern10 Text ] Left Ay off Off Off ‘“es m
Priceld  Mumeric Float Right *, *# ANy Off  OFf Off  ‘Yes
Amount1 D Mumeric Float Right *,.*# ANy Off  OFf Off  ‘Yes Qe Prices:
Qi Murneric O Right *, Ay off  Off Off “es
Iterni Text ] Left Ay off  Off Off “es
Pricel Murmneric Float Right *, *# ANy Off  OFf Off  ‘Yes
amount1 1 Mumeric Float Right *,.*# ANy Off  OFf Off  ‘Yes Qe Prices:
iyl 2 Murneric O Right *, Ay off  Off Off “es
Iternl 2 Text ] Left Ay off  Off Off “es
Pricel2  Mumeric Float Right #=, *# ANy Off  OFf Off  ‘Yes
Amount1 2 Mumeric Float Right *,.*# ANy Off  OFf Off  ‘Yes Qe Prices:
SubTotal  Mumeric Float Right *, *# ANy Off  OFf Off  ‘Yes armount 1 +a&mount2+ &mou
TaxRate Murneric Float Right Ay off  Off Off ‘“es 7.75
Tax Murmneric Float Right *, *# ANy Off  OFf Off  ‘Yes TaxRate*SubTotal 100
Shipping  Mumeric Float Right *=, *# ANy Off  Off Off  “Yes 5.00
Total Murmneric Float Right *, *# ANy Off  OFf Off  ‘Yes SubTotal+Tax+Shipping 1
1|« » D 4 r 2

The solution to this is that four of the fields in the template, QtyQ, ItemQ, PriceQ and AmountQ, are actually
a special kind of field called line item fields. The wizard expanded each of these into 12 fields, Qtyl, Qty?2,
Qty2, etc., Item1, Item2, Item3, etc. This allows the invoice to contain information about up to 12 separate
items. It’s difficult to work with so many fields in the data sheet view, so you’ll create a form that allows you
to display and edit the data in a format that looks like a traditional paper invoice.
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Creating an Invoice Form

You already know how to create a new form, so make one named Order Entry. There’s no need to openitina
separate window, you won’t be needing the data sheet again.

Create New Form

New Form Name: " lInsert before:
Order Entry : I‘H

( Cancel ) {: Blank Fnrm) ( Quick Label ) {:Quick REpﬂF‘[)

Using the techniques you’ve learned make the form look like the illustration below. If you need to review
these techniques see “Creating a Data Entry Form” on page 57 and “Drawing a Check Form” on page 156.
You may find it easier to switch the rulers to pixels instead of inches as shown in the illustration below, see
“Rulers” on page 484 to learn how to do this.

rectangle

click text object data cell

| /

0 =——————" My Invoices:Order Entry (100%) ——— 0| 5

Invaize *  Murm [rate [ate
Marne Marne
Cornpany Cornpany
dddress dddress

City
Country Country
FPhone Phone
Merno
FMerno

#»Opt wOpt AxOpt An0Opt
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Adding Line Items to the Form

The heart of the order entry form is the line items. This section of the form will contain 56 objects — 48 data
cells (4 columns by 12 rows) plus 4 text objects and 4 rectangles for column captions. Fortunately the Auto
Cell Layout dialog will create most of these objects for you automatically. You’re going to create the line
items in the blank area to the right of the objects you’ve already created. Start making sure that black is the
currently selected color (see “Color” on page 504), then click the mouse in the upper left hand corner of this
blank area.

[0 ————————— My Invoices:Order Entry {100%) ="r———————— 01 B

Inwvaice [ Murmn

Marme Marne

Cornpany Cornpany

Now choose the Auto Cell Layout command from the Arrange menu. You’ve seen this dialog before. Since
we want to create line items press the Line Items button. This selects all of the line item fields.

Automatic Cell Layout

IE Select All Fields } (: Line Items} Layout: ] Across | Same Width
Mum 2 1 'Object Height (Lines)
Date ¥ — ; ;

Name 0 Spacing (Pixels)
Company Extras: ™ Field Names || Boxes
Address

gtl.::e SuperObject: | | Create SuperObjects™
Zip Borders: . Top | Left

Country | Bottom || Right

Phone | Shadow || 3D

ME”;E' Formatting: fwr'ap at end of line
Qty _ Non-White Background
ltem1

Pricel Term when: ¥ Return ¥ Tab
Amountl ~ Up/Down Arrows

Qty2 .

Item2 v [: Cancel } [: 0K }
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You don’t need to change any of the other options, just press the OK button. Panorama will automatically
create all 48 data cells you need in 12 rows by 4 columns.

Invaice *  Mum
Marne Marne

Cornpany

Addrezz Addresz

City

Country Country

Phone Phone
Merno
Ferno

Cate

Cate

yr(ltern 7
by (ltern S
e (ltern S

[ ="=""—————————— My Invoices:Order Entry {100%:) "—"————[H H

Arnount3
Arnountd
Arnounts
Arnounts
Arnount7
Arnounts

A ArnountS

L]

by(ltern 10 drrount 1
yllternt 1 ' Arnount 1
by([ternl 2 J Pricet 2 Armount 1)

=0pt wOpt AxOpt AwOpt e

You’ll need to make some adjustments to make the line items look right in your invoice. Start by choosing the
Spacing command in the Edit menu (see “Adjusting Spacing Between Multiple Objects” on page 534).

Adjust Object Spacing

__ Direction

@ Vertical

i :
. Horizontal

_ Space Between Objects

1| pixels
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Click the Vertical option and type in 1 for the pixel spacing. Then press OK to adjust the vertical spacing
between the lines. There is now one pixel in between each line.

[ ="=""—————————— My Invoices:Order Entry {100%:) "—"————[H H
FI Z0 |40 |50 [20 (1001201 40|11 601 S0[z00| 2202402602803 00[3 20| 340|360 3504003 20 404 60| 320500 52054056

L]

.m&.zn

40

&0

o0
20

o)
CELL
.:]:J 20
yd
[ 1]
]

40

TILE &0

f=ll 511

Next you’ll want to adjust the width of the columns, starting with the Item column. To adjust the width,
move the mouse over the lower right hand handle of one of the objects in the column, then press and drag to
the right. Hold down the Shift key to make sure that you don’t change the height of the object, only the
width. If you hold down the key (the letter S) you don’t have to exactly press on the handle itself, any-

where close to the bottom right hand corner of the object will do (see “Resizing Without Handles” on
page 494).

Flx 20 40 je0 20 1DD1ED14D1ED1EDEUDEEDE4DEEDEEDEDD3203403603%04DD4ED44U46048050052054056

[IIL{ P
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When you release the mouse all of the selected objects will adjust to the new width (see “Cluster Resize” on

page 519).

Fl¥

My Invoices:Order Entry (100%:) HlH

Invaice *  Mum
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Merno
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Cate

L] »

Repeat as necessary until all the widths look the way you want. You can also nudge the widths with the
arrow keys for fine adjustments (after dragging the width, see “Nudging the Size of an Object” on page 491)

My Invoices:Order Entry (100%:) HlH

Fl¥
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Merno
“lerno
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| »

While holding down the Option key (Macintosh) or Alt key (PC) drag the small purple rectangle next to the

Date cell over the Qty1 text.

My Invoices:Order Entry (100%) HlH
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When you release the mouse there will be a new purple rectangle covering the text.

My Invoices:0Order Entry {1000:)

2=

Fl¥

|2EI |4EI |E-I:I |EEI |1EII:I|12EI|14EI|1ED|1EDlEDDlEEDlE-lel46EI|28EI|3EIEI|3EEI|34D|36EI|3EEI|4EIEI|42EI|44D|4E-D|4E!D|5DD|52EI|54D|5E-EI

b

|r| |||| ] L

Mum

El=|+|-

Compan W

Compan W

E 13 + e
Marne Marne




P S T W Page 165

Adjust this rectangle so that it exactly covers the Qty1 text (see “Nudging the Size of an Object” on page 491).

O=———— My Invoices:OrderEntry(100%:)=———— P H
P Z0 |40 (&0 (20 (1001201 40(1 60120200220/ 240|265 280[300| 220/ 340|260 Z20) 400 420 440|460 420/ 500|520/ 540(56

r

While holding down the Shift key and the Option key (Mac) or Alt key (PC) drag this rectangle to the right
over the Item1 text.

O==———— My Invoices:Order Entry {100 =—r——————— =]
Flx 20 40 (50 |20 100112001 4011 60)1 20)200)220)240) 2602801 300|2 20| 240|260 22040014 201400450420 300520154 0|56

[IIL{ P

Adjust this new rectangle so that it covers the Item1 text.

[0==—————— My Invoices:Order Entry{100%:)=————— N B
| |20 (40 (60 (50 (100(120140)160)1B0[200[220[240)260)250| 300|320 240260 360|400 430/ 440|460) 450|500/ 520|540 56 a
e B =
Repeat for the Price and Amount columns.
0= My InvoicesOrderEntry{100%) =———— 0 H
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[IIL{ P

While holding down the Shift key, click on each of the four purple rectangles you just created. This selects all
four objects (see “Selecting Multiple Objects at Once” on page 480).

hold down SHIFT key and click on each object you want to select

" Invuices:ﬂr;l/er En\tn,r {mwnfg =
FIx 20 0 0 =20 (oo 201401 a0l 20200220240 2e 022030013 201240120 22014 20 20500520154 0158

[IIL{ P

Now choose the Send to Back command from the Arrange menu (see “Changing the Stacking Order” on
page 547).

Arrange

Bring to Front
S5end to Back

Group #0
Lngroup
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Using this command moves the four purple rectangles behind the four text objects, making the text objects
visible again (see “Overlapping Objects” on page 546).

[ ="=""—————————— My Invoices:Order Entry {100%:) "—"————[H H
FI Z0 |40 |50 [20 (1001201 40|11 601 S0[z00| 2202402602803 00[3 20| 340|360 3504003 20 404 60| 320500 52054056

L]

Because the text objects are black on a purple background they aren’t very easy to see. To change that, start by
clicking on an empty spot on the form. Clicking on an empty spot makes sure that the four purple rectangles
are no longer selected.

O==————— My Invoices:Order Entry (100%:) =—c—————————————————————— B
Flx 20 40 |50 130 100120014001 6011 S0/200220/240) 2601280300\ 320/340|360) 2801400 420 44045014 30| S00)520)1340) 36

LIIL{ P

click on any empty spot to make sure that no objects are selected

Now hold down the Shift key and click on each of the four text objects. With the four objects selected change
the color to light blue to match the other caption text (see “Color” on page 504).

hold down SHIFT key and click on each object you want to select

——0—i——-r—— My |I'I"u"l]iEE5:ﬂl'l}éI' E“{;ﬁ" (1007:) % B
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The text will turn light blue, almost white.

[ ="=""—————————— My Invoices:Order Entry {100%:) "—"————[H H
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L]

The annoying white border around the text objects is because these are auto-wrap text objects (see “Fixed
Text Objects” on page 565). The border will go away when you switch to Data Access Mode. However, we are
going to convert these objects from Auto Wrap text into Click text. To do this drag the lower right hand han-
dle of the object up over the upper right hand handle (see “Moving and Resizing Fixed Text Objects” on
page 568).

Q[460|4301000:52

AMOURTY,

-l- r-l-----------

Amount)

Inwoice ®  Mum 1ate 1ate ﬁl Hruuunﬂ
Marme Marne : T vy i m ] | a

Invaice ®  MNum Crate Crate Qw1 [Itermn Fricel|l Armountl

Invaice ¥  Mum Crate Crate Rty |ltern Price

Marne Marne Qi1 |ternt Pricel| Armounti [ T
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Switch back to the Pointer tool and drag a marquee around all of the line item objects (see “Selecting Multiple
Objects at Once” on page 480). Because of the arrangement of objects in the form it is probably easiest to do
this from the bottom right to the upper left.

[ =——————————— My Invoices:0Order Entry (100%:) =—————H H
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Now nudge the objects into alignment with the objects on the left hand side of the form (see “Nudging an
Object (or Objects)” on page 487).
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Now you need to create the data cells for the subtotal, tax, shipping and grand total. Start by clicking on an
empty spot on the form (to make sure no objects are selected) and then drag a marquee around the Amount9
through Amount12 data cells.

Fero
“lermo
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While holding down the Shift key and the Option key (Mac) or Alt key (PC) drag these four rectangles down
below the other line items (see “Drag Duplicating” on page 539).

“lermo

[ Arnount1 1]

Use the up arrow key to nudge the objects so that they are snuggled up with the Amount12 cell, then select
the Data Cell tool.
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Move the mouse over the new Amount9 data cell you have created. The mouse arrow will turn into a tiny
menu icon (see “Working with Data Cell Objects” on page 613).
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Press the mouse and select SubTotal from the pop-up menu.
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When you release the mouse the data cell will be assigned to the SubTotal field.
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Repeat this for each of the other three data cells.
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Since you’re pretty much a professional by now you should have no problem finishing up this form so that it
looks like this.
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Be sure to Save this masterpiece before you go any further.

Entering Data into the Invoice

Before you can enter data into the invoice you must switch to Data Access Mode. You may also want to adjust
the size of the window to match the size of your form.
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As you start typing data you’ll quickly discover a problem. Pressing the Tab key after you enter the name
causes Panorama to tab into the first Qty line item instead of the Company field. Oops!
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To fix this problem switch back into Graphic Design Mode. While holding down the Shift key click on the
Name, Company, Address, City, State, Zip, Country, Phone and Memo data cells
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Now select the Group command from the Arrange menul.

Arrange

H=
H -

Bring to Front
S5end to Back

Lngroup

This command combines the nine objects into one combined object (see “Grouping Objects Together” on
page 514). Instead of having handles around each individual object (see illustration above) there are now

only four handles around the four corners of the combined object.
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Now each time you press the Tab key Panorama will advance to the next cell within the group (see “Tab

Order in Forms” on page 648).
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The next tab will bring you to the first line item field. Enter the quantity, item and price.
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When you press the Enter key Panorama will calculate the line item total, subtotal, tax and grand total.
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These calculations were set up for you by the New Database Wizard. To learn how to set up or modify these
calculations yourself see “Automatic Calculations™ on page 306.
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Lesson 4: Building a Price List

Now that the invoice is complete you will build a price list database and link the price list to the invoice. Start
by launching Panorama and the New Database Wizard. The price list database will have two fields — Item
and Price. (See “Fields” on page 213 for a complete explanation of fields.) Type in the name of each field into
the wizard, with each name on a separate line. The Price field will contain money values so it should have a

suffix of $.

8o New Database Wizard
3 Iy ) L
P @ : H LI g o
TEHFLATES ADD JMPD-FET HAKE MEUS OFEM OFEM FEM LG pn.:rs
FIELDr TEXT FILE DARTREARSE RECENHT FHUDHIT’E LLI'IIHHEI EXRAMFLE ELF
Fields (Irvoice) Cuiick Refarence
ll:"erne'ﬁ & Entagr gach field nama on a separate ling [Name, ODescription, Phane, sl )
i
L

Numeric figkds must end with # (integer), /one#, Prices, Weight., etc.)
£ (maoney) or . [floating point)

Date felds must have date in the name [Date, CheckDate, InvoiceDate, aic. )

When you press the Make New Database button the wizard will create a new database for you. The database
Is displayed using a row and column format called the data sheet. The new database contains one blank

record (line) and two fields (columns).

® 0O 6 Untitled

Item Price

o

1 wisibles1 tatal




P ST T W Page 195

Loading the Data

To use the price list you’ll need to type in a bunch of data. That still doesn’t sound like much fun, so we’ve
created a database that is programmed to automatically fill your new price list database with sample data.
Start by choosing Favorite Databases from the Wizard menu (see “The Favorite Databases Wizard” on
page 60). The database you need is called Sample Price List. To locate it, type sample into the search area at
the top. The wizard will show you a short list of files including the one we want.

|60 Favorite Databases
@ € Winame [JFolder [ Info
Favorites {7 visible! T2 dadall infe | Location | Flelds | Forms | Procedures
ﬂ Fuszic Video Samples Falder: Sarmpls Dads a
E My Samole Invoices Cregted : Man, Dot 30, 2000 & 532 A -
¥ =amp Plodified: The, Jdan 25, 2001 @ 5109 Ak m
'@ Sarnple Alerts Size: 7,940 bydes (85 records) _
k.

E Sample Checkbook
@ Sarnple Dialogs

L

- - Desaipdion
E Samnple Price List - -
i E Thiz database s payt of the Panoranns Step-by- 2
i| Trigget Sarnples Step tutorizl. AFter vou have oreated your X

fudowisl peice Nist datsbase you esn open this

Azdehzsrs da sotarastiss s Fill moae meiss licd

Double click on the Sample Price List file to open it. A small window will appear briefly. The database has
been pre-programmed to automatically transfer the price list data into the new database you have created.

&0 Untitled
L | Item Price 11
v
Soft Lead Woot 1.90 m
Medium Lead W 1.88
Hard Lead Wooi 1.99
Pencil Cap Eras 0.89
Pink Eraser 0.49 1l
Pink Eraser (La 0.79 Y
65 vizible /65 tatal RILAF

You may want to adjust the font size and the widths of some of the columns (see “Adjusting Column Widths,
Font and Size” on page 16).

® O 6 Untitled

F | Item Price i
r
Soft Lead wWood Pencils 1.99
FMediurn Lead “Wood Pencils 1.99 m
Hard Lead wWaod Pencils 1.99
Fenczil Cap Erasers 0.29
Fink Erazer 0.49
Fink Erazer [Large) 079
Fenczil Sharpensr .79
Drafting Pencil 0.5 g.59
Lead Refills 0.5mm 1.09
Drafting Pencil 0.7 g.59 =
Lead Refills 0. Frmm 109 &
Drafting Pencil Eraser 2.79 T

&5 vizible /65 total IR = Bl
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Before continuing you should use the Save command in the File menu to save your new creation. The first
time you save any file Panorama will ask you to give it a name. You’ll also want to check the Save Window
Positions option (see “Saving Window Positions” on page 86). When everything is set up press the Save but-
ton. (To see what this dialog looks like on the PC see “Saving Your Work” on page 11.)

select folder you Want to save file in , _
type in name of file

s A\I’E
Save .ﬁS\Mv Price List B

> }"-‘| IIEI ' ~ Tutorial |+1

" Network ! Name 4| Date Modified
! Jaguar @ My Checkbook Today

..l..

ki
= Classic B My Invoices Today
= Panther @ My Mailing List 9/25/04
o Alaska
|| isightWeb ... &
| CocoaCest... &

I

"l"

g Desktop

[ ¥ Operations

A Applications
A% jimrea

4 Documents

&y Movies

& Music

[ Pictures

i Eanvenritoc

@ pPanorama () Text Only () Set

| Automatic save after 20  minutes
| Keep backup copy (.b) of database
W Save window positions _ No windows

i) Eve

tell Panorama to save window positions

You may also want to add your new file to the Favorite Database wizard. See “Adding A Database To Your
List Of Favorites” on page 36 for a refresher on how to do this.
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Linking the Price List to the Invoice

The price list is now ready to link to the invoice. The link will be designed to look up a price automatically
when an item is entered into the invoice. Start arranging the invoice and price list windows so that both are
visible, with the invoice window on top (something like the illustration shown below).

[0 =—————————————— My Invoices:OrderEntrv=c——-———— [0 8

Invaice ® Crate Lty (ltern Price Arnount

REER inda Bischoff 12Pencils 0.59 T.02
- 1ark Energy Co

Tl W05 5 M. Harbor Cir.

Fesna ICa 93747

Country
SIPLLEE. 205) 452-1255

T.08
7.5 055
TES| -
[ Item 1 vizible /1 total |
S| Soft Lead waod Pencils —
Mediurn Lead ‘Wood Pencils 1.99
Hard Lead ‘Wood Pencils 1.99
Fencil Cap Erasers 029
Fink Erazer 0.49
Fink Eraser [Large) 079
I+ Fencil Sharpener 379
Ly | Drafting Pencil 0.3mm 269
Lead Refills O.5mm 1.09
Crafting Pencil 0.7 269
Lead Refillz 0. 7mm 1.09 [
Drafting Pencil Eraser 279 |-
&5 visible /65 tatal L | [LIF] M

Using the View menu, switch from the invoice form to the invoice design sheet (see “The Design Sheet” on
page 218).

® OO My Invoices:DESIGN
Field Mame | Type Crigits Align  Qutput)| | Dup Defau| Equation Fead *rite ‘Width Notes .
v
E Murneric 0 Right *, Yoz +1 0 0 z
Crate Crate ] Left ez today ] ] =] m
Marne Text ] Left fes ] ] 15
Company  Text ] Left fes ] ] 15
Address Text ] Left fes ] ] 15
City Text ] Left fes ] ] 12
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Double click on the Equation cell in the Pricel row.

o Y ) My Invoices:DESIGN
1 Field Narme | Type Crigit=| &lign | Qutput|] | Dup Defau Equation Fead “rite “idth MNotes -
i Murn Murneric: O Right *, ez +1 ] ] 3 1
%,.: Crate Date ] Left ez today ] ] E
———1 Mame Text 0 Left es 1] ] 15
E Cornpany  Text ] Left Yes ] ] 15
& | Address Text 0 Left es 1] ] 15 m
=1 City Text ] Left Yes ] ] 12
i State Text ] Left Yes ] ] L
Ly | Eip Text ] Left Yes ] ] 5
= Country Text ] Left Yes ] ] 10
Pruizre Text 0 Left es 1] ] 12
Plern Text 0 Left es 1] ] 20
Ly Murneric: O Right *, Yes ] ] 3
Itermn Text 0 Left es ' 1] 1] 10
Pricel i i = e
armount]  Mumeric Float Right #, ##®(l Yez
Q2 Murneric 0 Right *, ez
Itemz Text 0 Left Tes
PriceZ2 Murneric Float Right #, ##®[[ ‘Yez
Armount?  Mumeric Float Right #, ##®(l Yez QP ice) 0 0 &
(N} (s Murneric: O Right *, Yes ] ] 3
Itermn3 Text 0 Left es 1] ] 10
PriceZ Murneric Float Right #, ##®[[ Yez 0 0 &
ArmountZ  Mumeric Float Right #, ##([ Yez P icer) 0 0 & 4
L Murneric: O Right *, Yes ] ] 3 b

Now choose lookup(...) from the Functions menu (see “Functions Menu” on page 1181).

Functions

Operators b lower{text)
Advanced P maxinumber,number)
Arrays P min{number,number)
#Hcond trueFormulafalseformula) Misc 4
abs{number) pattern{number,pattern)
asc(text) rep{text,number)
chr{inumber) replace{textoldtextnewtext)
city(zip) replacemultipleftextoldtexthewtextsep)
clipboard({) rnd()
county{zZip) round{number,step)
Date & Time b sandwichipretextiexdt sufbext)
divzero{numerator,denominator) searchi{text,phrasetext)
exportcell{field) seq()
extract{text,separator,itemnum) sizeof(text)
fieldstyle{fieldname) state{zip)
fmx{number) str{number)
fixed{number) strip{text)
float{number) stripchar{text,range)
grabdata(file field) striptonumfdtext)
Graphics b striptoalphaitext)
import{) sumiline)
Info P unigueid{field,root)
int{inumber) upper{text)
length{text) upperword{text)
listchoices{field,separator) val{text)

T RN :robionk(umber)
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Choosing this menu item opens a dialog for setting up the | ookup( function (see “Linking With Another
Database” on page 1267).

Lookup Function Wizard

T

| want to retrieve information from the | [ ]

database using the _ lookup | ¢] function.

The information | want to retrieve is in the | | #] field of this database.

The information | want to retrieve is in the record where the

[

field "% in the database Untitled

matches the field | "% ] in the database My Invoices.

I.f Cancel ) l: OK j)

Start by selecting the database you want to look up data from, in this case the My Price List database.

Lookup Function Wizard

| want to retrieve information from the ZipInfo_ZipInfo.com B
‘ , New Database Wizard
database using the | lookup My Checkbook
My Invoices

The information | want to retrieve is in t

field of this database.

Favorite Databases

The information | want to retrieve is in theW

Now tell Panorama what you want to look up, in this case the Price.

Lookup Function Wizard

| want to retrieve information from the | My Price List s ]

database using the _lookup | H function.

The information | want to retrieve is in the | #] field of this database.
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We want to look up the price where the Item in the price list matches the Item value in the invoice. So select
Item from My Price List.

The information | want to retrieve is in the record where the

in the database My Price List

I-H in the database My Invoices.

( Cancel 31 li

oK )

Select Item1 for the last pop-up.

S AR IR Ty

Address
City
State
Zip
Country

The information | want i

field | Item

matches the field

record where the
abase My Price List

in the database My Invoices.

Phone
Memo

Pricel
Amountl

li Cancel } l::

oK )
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Here’s the finished dialog with everything filled in.

Lookup Function Wizard

| want to retrieve information from the | My Price List K3
database using the | lookup "% | function.
The information | want to retrieve is in the | Price ¥ ] field of this database.

The information | want to retrieve is in the record where the

field | Item /%] in the database My Price List

matches the field | Iteml ¥ ] in the database My Invoices.

F o Ty F iy
L Cancel ) ([ OK )
Press the OK button to build the formula for looking up the price.
®O0O My Invoices:DESIGN
Field Marme  Type Cigits Align | Qutput|| | Cup Defau Equation Read “write  idth MNotes i
E Muri Murneric O Right *, Yes +1 ] 0 3 T
Crate Crate ] Left ‘ez today ] 0 =
Marne Text ] Left Tes ] ] 15
Cornpany  Text ] Left ez ] 0 15
dddress Text ] Left Tes ] ] 15
City Text ] Left ez ] 0 12 m
State Text ] Left Tes ] ] 4
Cip Text ] Left ez ] 0 o
Country Text ] Left ez ] 0 10
FPhaone Text ] Left Tes ] ] 12
Merno Text ] Left Tes ] ] 20
Qi Murneric O Right *, ez ] 0 3
Itern 1 Text ] Left Tes 1] 1] 10
Pricel Murmneric Float Right #, #*#[[ Yez lookupl "My Price List™,"Ilem” < tem1 =, "Price " ,0,0)
Amount!  MNumeric Float Right #, ##([ Yez
Qw2 Murneric 0 Right *, ez
Itern2 Text ] Left Yes
Pricez Murneric Float Right *, ®#[[ Yez
Amount?2  Mumeric Float Right #, ®#®([ Yez QP ice ] 0 5

To learn more about how this formula works see “Linking With Another Database” on page 1267. The for-
mula generated by the dialog needs one slight adjustment — | t el must be replaced by | t enf. To type the
Q character use Option-Z on the Macintosh and Alt-0166 on the PC (see “Special Characters” on page 1193
and “Line Item Fields” on page 1188).

- [RCSE LA —_ e LR} —_ — a—r—

Ly MNurneric O Right *, fes ] ] 3
Itern Text ] Left Yes ] ] 10
Pricel Murneric Float Right #,®#®[[ Yez lookupl, "My Price List","Hem" < Hemi s, "Price” ,0,0)
Amount]  Mumeric Float Right #, ®#®([ Yez
Q2 Murneric 0 Right *, ez
tem Text ] Left Tes
Pricez Murneric Float Right *, ®#®([ Yez
Amount?2  Mumeric Float Right #, ®#®([ Yez QP ice ] 0 5

(R} P Murneric 0 Right *, tes ] 0 3
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Once this adjustment has been made press the Enter key. Panorama will respond with this dialog (see “Mod-
ifying Line Item Fields” on page 231).

Would you like Panorama to apply this change
to every Price field in the design sheet?

(—‘I‘H—) '.:: Yes, and don't ask me again. ::l

- "

. No :} (: No, and don't ask me again. )

Press the Yes, and don’t ask me again button. Panorama will update not only the Pricel field definition, but
also Price2, Price3, Price4 etc. You can see this by scrolling down the design sheet. (We’ve split the window
into two panes (see “Splitting a Window” on page 165) and expanded the width of the Equation column to
make this easier to see.)

®O6 My Invoices:DESIGN
Field Marme  Type Cigits Align | Qutput|( | Cup Defau Equation Fead ‘write w*

E Qi Murneric O Right *, ez ] ] T
Itern 1 Text ] Left Tes ] ]
Pricel Murmneric Float Right #, #*#[[ Yez lookupl "My Price List"," "o e "Price” 0,00 ] ]
Amount!  MNumeric Float Right #, ##([ Yez QP e ] ]
Oty Murneric O Right *, ez ] ] m
Itern2 Text ] Left Tes ] ]
Pricez Murmneric Float Right #, #*#[[ Yez ( lookupl "My Price List","Item" « emss, "Price” 0,00 ) ] ]
Amount?  MNumeric Float Right #, ##([ Yez [N T ST T ] ]
Qi3 Murneric O Right *, ez ] ]
ltern3 Text ] Left Tes ] ]
Price3 Murmneric Float Right #, #*#[[ Yez ( lookupl "My Price List","Item" « emss, "Price” 0,00 ) ] ]
Amount®  MNumeric Float Right #, ##([ Yez [N T ST T ] ]
Oty Murneric O Right *, ez ] ]
Iternd Text ] Left Tes ] ]
Priced Murmneric Float Right #, #*#[[ Yez ( lookupl "My Price List","Item" « emss, "Price” 0,00 ) ] ]
Admountd  Numeric Float Right #, ##([ Yez T TPrices 1 ] ]
QS Murneric O Right *, ez ] ]
ItemS Text ] Left Tes ] ]
PriceS Murmneric Float Right *, ®*#([ Yez ( lookupl "My Price List","tem" « Hems s, "Price"” 0,00 ) ] ]
AmountS  MNumeric Float Right #, ##([ Yez [N T ST T ] ]
Qe Murneric O Right *, ez ] ]
lterneg Text ] Left Tes ] ] o
Prices Murmneric Float Right #, #*#[[ Yez ( lookupl "My Price List","Item" « emss, "Price” 0,00 ) ] ] +
Amountd  MNumeric Float Right #, ##([ Yez [N T ST T ] ] il
« v+ IR e ja|»

Now click on the Item1 field name (we’ve also unsplit the window and reduced the width of the Equation
column).

® 0O 6 My Invoices:DESIGN
Field Mame | Type Crigits &lign | Output b Input | Range Choices | Link Clai Cup| Defau Equation .
L
E Qv Murneric O Right *, iy off Yes -
m Text 0 Left Ay Off || ‘Wes
Pricel Murneric Float Right *, *# Ay Off ez lookupl "My Price List","l
Amount]  Mumeric Float Right *, *# Ay Off ez Qi P ice
Qe Murneric O Right *, iy off Yes m
Iternz Text ] Left iy off Yes
PriceZ2 Murneric Float Right *, *# Ay Off ez lookupl "My Price List","l
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Choose the Set Up Link command from the Special menu (see “Clairvoyance® Across Multiple Files” on
page 289).

Set Up Clairvoyance Link to Separate Field

Choose Database Choose Field
_ChannelLib & |tem
_DatabaselLib ¥ Price
_DialogAlertLib

_DiskLib |T
_FormLib
_ImportExportLib
_InternetLib
_MenulLib

_SpeechLib

_TextLib

_UtilityLib
_WebContentLib
Ziplnfo_Ziplnfo.com
Mew Database Wizard
My Checkbook

My Invoices

My Price List &
Favorite Databases A

| Cancel ) r Ok )

On the left hand side select My Price List. Then select Item on the right hand side (as shown above).

Press OK to set up the link.

®O6 My Invoices:DESIGN
Field Name Type Crigit= Align | Output b Input | Fange | Choices  Link Clf| Cup Defau| Equation i
E Qi Murneric O Right *, Ay 0f| “es :
m Text 0O Left Ay ( My Price List:itern ) 0On| Yes
Pricel Murneric Float Right *, ## ANy of| Yes lookupl "My Price List™,"li
armountl  Mumeric Float Right #, ## ANy of| Yes Dy Price
Qi Murneric O Right *, Ay 0f| “es m
ternZ Text ] Left Ay 0f| “es
Pricez Murneric Float Right *, ## ANy of| Yes lookupl "My Price List™,"li
amount2  Mumeric Float Right #, ## ANy of| Yes Dy Price
Qi3 Murneric O Right *, Ay 0f| “es
tern3 Text ] Left Ay 0f| “es

The link must be copied to all of the other item fields (Item2, Item3, Item4, etc.) To do this, double click on the
link.

CENS My Invoices:DESIGN
Field Mame | Type Cigits Align  Output F Input  Range Choices | Link Clj| [wp Defau|Equation .
L
E (LD Murneric O Right *, Ay 0ff] ‘es -
Itern1 Text ] Left Ay |Mi Price List:ltern |
Pricel Murneric Float Right #*, ## Ay lookupl "My Price List","1
Armountl  Mumeric Float Right *, ## Ay 0fi| Yes Oty *Price)
L2 Murneric O Right *, Ay 0ff| ‘fes m
Harm™ Taswt n I aft N M Yoo
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When you press the Enter key the link specification will be copied to all of the other Item fields.

® O 6 My Invoices:DESIGN
Field Narme | Type Crigit=| Align  Qutput F| Input | Range Chaices Link Cll| Dup Defau Equation -

r Oty Murneric 0 Right *, A ez b
Itern 1 Text ] Left Ay My Price List :ltern Yes
Pricel Murneric Float Right *, ## A ez lookupl "My Price List","H
arnount]  Murmneric Float Right *, ##¥ A ez My Pricer)
(N} (s Murneric: O Right *, Ay 0f| ‘“es m
lternz Text 0 Left Ay ( My Price List:ite ) 0| Yes
PriceZ2 Murneric Float Right *, ## A 0f| ‘ez lookupl "My Price List","H
armount?  Murmeric Float Right *, ##¥ A 0f| ‘ez My Pricer)
(N} (s Murneric: O Right *, Ay 0f| ‘“es
ltern® Text ] Left Ay (M'_-,-' Price List :Item) 0f| ‘“es
PriceZ Murneric Float Right *, ## A 0f| ‘ez lookupl "My Price List","H
armountZ  MNurmeric Float Right *, ##¥ A 0f| ‘ez My Pricer)
L Murneric: O Right *, Ay 0f| ‘“es
lternd Text 0 Left Ay ( My Price List:ite ) 0| Yes
Priced Murneric Float Right *, ## A 0f| ‘ez lookupl "My Price List","H
arnountd  MNurmneric Float Right *, ##¥ A 0f| ‘ez My Pricer)
QS Murneric 0 Right #*, Syt ofi| Yes
lternS Text 0O  Left Ay (I‘*’I'_-,-' Price List :Item) 0| res
PriceS Murneric Float Right *, ## A 0f| ‘ez lookupl "My Price List","H
armountS  MNurmeric Float Right *, ##¥ A 0f| ‘ez My Pricer)
Liye Murneric: O Right *, Ay 0f| ‘“es
lterné Text 0 Left Ay ( My Price List:ite ) 0| Yes .
Prices Murneric Float Right *, ## A 0f| ‘ez lookupl "My Price List","H
armounts  MNumeric Float Right *, ##¥ A 0f| ‘ez My Pricer) ¥
4w — ERIEREY B <

Use the View menu to switch back to the Order Entry form. When Panorama asks you if you want to create a
new generation, press the Yes button (see “Database “Generations”” on page 218). Then Save the database
before continuing.

Using the Linked Invoice & Price List

Since you’ve set up a Clairvoyant link between the invoice and the price list you’ll only need to enter the first
few letters of a description.

My Invoices:Order Entry

1 pEYCY 10/25/00 Qty|ltem Frice|  Amount
inda Bischoff 12{ EBlue Mediurn Ball Paint Fen
ark Energy Co

Fesng ICa|9z747
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When you press the Enter key Panorama will look up the price from the Price List database. Once the price is
looked up Panorama will then automatically calculate the subtotal, tax and grand total.

[N =————————— My Invoices:OrderEntrv=rc————— [0 H

drnount

Invoice # EVCY 1072200 Oty |ltern Frice

inda Bischoff IBEE lue Medium Ball Point Fen

Mame

'l lark Energy Co
00T M. Harbor Cir.

Fesng Ca (93747

Country
FEE. 2 09) 452-1355
Merna

0.28
T3 0.54

592w

1 wisible#1 total

You can enter up to 12 items in each invoice.

[0==————— My InvoicesOrderknty=—"————— P B

drnount

Invoice # EVCY 1072200 Oty |ltern Frice
inda Bizchoff 1Z2Blue Mediurm Ball Point Pen 0e9 828
ark Energy Co ZPink Highlighter 1.19 257

2355 M. Harbor Cir. SHermo Pad 339 16.95

12Faper Clips 1.59 19.02
[Calozrar|  ZNICEETAN o
Country

SR 209 452-1255
Merno

Mame

5265
T3 4.08

06 T -

1 wisible#1 total
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Creating a Procedure to Add an Item

Now you’ll write a very short procedure. Start by clicking on the Price List database.

[0 =——"7"ocoMvPricelist=——H H
(| Hem FPrice |
St Lazer Faper (3.5 x 11) Z2z99
Lazer Faper (2.5 x 14) 2699
Envelopes (100 4 .49
Window Envelopes (¥10) &.79
Ciouble “indow Envelopes 2699 | |
Clipboard 1.79 | =
H Merno Fad 329
Ly | Flastic Paper Clips 1.89
Faper Clips 1.59
Rusper eangpall [
Thumb Tacks oy
Transparent Tape 119 (=
65 visible/65 total Wl T~

Use the View menu to create a new procedure named Add Item to Invoice (see “Writing a Procedure from
Scratch” on page 1350). Type in the four lines shown below, exactly as they are shown. (Remember, the Q
character is typed in by pressing Option-Z on the Macintosh or Alt-0166 on the PC. Depending on the fonts
installed on your system the character may not look like Q, but it will work if you press the right keys.)

[0 == My Price ListAdd tem to Invoice = E1 B

window "My Invoices Order Entry ™ -
ernptyfield " temin" =
Q=1

temi==grabdata"My Price List"," fem')

[l R |

-
Procedure opened. [« [} | k|

To check your typing use the Check Procedure tool. This tool can spot most typing mistakes (see “Checking
for Mistakes on page 1355).

[0 == My Price ListAdd em to Invoice = F] B
window "My Invoices Order Entry ™ -
= emptyficld "tem" =)
)l Utyi=1
El termi==grabdatal"My Price Li5t"J"Ite-m"j
s
-
Ly |
Check Procedure =
. [«Jul™ T~
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Assuming there are no errors use the View menu to switch back to the data sheet. (If there are any errors - fix
them!) Then pick the item you want to add to the invoice and choose Add Item to Invoice from the Action

menu.

ﬁ File Edit Yiew Fields Text 5Search 5ort Math Setup EWiOGE Wizards Help
Add Item _gu Invoice

0 == My Price List=—"=— 0B

(| tem Price |
S Invizible Tape 1.89
Mazking Tape 2.99
Drafting Tape 1.29
Glue Stick 1193
Glue Pen 239
Super Glue 1.73

[ “White Glue 1.39 [=

Ly | Rubber Cernent 369 =
Fostal Scale 19.95
Heavy Duty Letter Folder 19995

Yardstick 219 |

Steel Ruler 299 |w

55 vizible /65 total Wul 1=

The procedure will automatically add the selected item to the invoice.

My Invoices:Order Enty """"—"—————[01 8

Invoice 1 EEYEY 10528700 Oty |ltern Pricel  Amount
LEIGEN inda Bizchoff Elue Mediurn Ball Paint Fen
(BT E - 1ark Energy Co Fink Highlighter
UL g0 55 M. Harbor Cir. Perno Pad
Faper Clips
Fesng Ca (93747 FubberEand-Ea
Country Fostal Scale
OGN, 209 452-1255
e

Subtotal R

Tax Rate Tax
Shipp in

Tl:l‘t.':l

1 wisible#1 total

To learn more about how this procedure actually works see “Assignment Statements” on page 1366, “Win-
dows” on page 1595 and “Moving Left and Right” on page 1663.

Creating a Price List Form with Buttons

Now you’ll create a price list form with buttons for adding items to the invoice. Start by using the View menu
to create a new form named Add.

My Price List:Add (100%) = E H

1 2
|||||||||||||||||||||||||||||||||||||||I||||

O
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You’re going to make a View-As-List form (see “View-As-List Forms” on page 877). To do this start by select-
ing the Tile tool. You may need to scroll the tool palette to access this tool (see “Scrolling the Tool Palette” on
page 163).

[0 == My Price List:Add {100%) = E H

1 2
|||||||||||||||||||||||||||||||||||||||I|||| -

=

—

S

- I JI] « [ ] [»

Expand the width of the window slightly, then drag the mouse across the form to create a tile (see “Working
with Tiles” on page 886).

[0 =——= My Price List:Add {100%:) == H B
|||||||||||||||”|||||||||||||||?|||||||||||||||$|§|I||| t
ad
LI« Ji D
When you release the mouse a new data tile appears.
[0 = My Price List:add (100%) ==—H B
|||||||||||||||”|||||||||||||||?|||||||||||||||§||I||| t

|||||||||||||||| =

—_
1l
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Before you continue with the next step you’ll need to customize the tool palette. To do this choose Tool Pal-
ette from the Setup menu and then arrange the tools as shown below (see “Customizing the Tool Palette” on
page 475).

Configure Tool Palette

Tools... Current Palette...
A4=2 Switch to Data Mode . (: Basic » ) 4=2 Switch to Data Mode
Fointer T Pointer
* P M L: Advanced » -:J * B
sz Crosshair Pointer sz Crosshair Pointer
4 Magnify ( Programmer » ) 54 Magnify
[zeid Data Cell I Text
T Text ( Reports» ) []Rectangle
o Line ( “Classic” ) g Tile
assic” »
L_| Rectangle S Fush Button
Il Founded Rectangle b Text Display
) Oval ( Move All» ) [EJjText Editor
= Tile
@ Button [C i )

Press the OK button, then select the Push Button tool (see “Push Buttons” on page 801).

[0 = My Price List:Add (100%) == 0 E
I |||||||||||||||”|||||||||||||||?|||||||||||||||?|||||| t
13
Push Button S
o] « [ o
Now drag to create a button in the upper left hand corner of the data tile.
[0 == My Price List:Add (100%) B
IN E z z -
|||||||||||I:'ll||||||||||||||||||||||||||||||||||||||||
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Now you’ll need to select three options for the new push button. Using the pop-up menu select the proce-
dure linked to this button, in this case Add Item to Invoice. (This means that when this button is pressed the
Add Item to Invoice procedure will be triggered, just as if you had selected it from the Action menu.) Type in
the title you want to appear in the button, in this case Add. Click on the button style you want to use, in this
case 3D Rounded Rectangle.

Push Button SuperObject

_ Button Title
= —
— Style _ Color

() standard Push Button _ITitle  IFill

) Transparent __| Border _| Highlight

Mﬁ le _ Options
g 3D Rounded Rectangle) EStandard Font/Size
a0 Lircle

| Default Button
S Beveled Rectangle —

13D Title
) Plain Rectangle " Hide Title
) Rounded Rectangle W Click/Release

" = =
. Plain Circle

— Procedur
' Add Item To Invoice D) 4]
S

I.f Cancel } [: OK )

When you press the OK button the new push button will appear on your form.

[0 == Mv Price List:Add (100%) (m=|

i z z
||||||||||||||||||||||||||||||||||||||||||||||||||||||| -

|||||||||||||||| =

_..
11

Select the Pointer tool and adjust the text size and overall dimensions of the button (see “Text Size” on
page 509).

2j=]

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

[ Add | I

[0 = M Price List:Add {100%)

=

1TH L
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Now select the Text Editor tool (see “Text Editor SuperObject” on page 617).

[0 == Mv Price List:Add {100%) == H H
I |||||||||||||||”|||||||||||||||?|||||||||||||||§|||||| t
13
|| Text Editor | D
Drag the mouse to create a text editor object.
My Price List:Add (100%%) B

i T z
|||||||||||||||||||||||||||||||||||||E||||||||||||||||| -

I ———— = |

When you release the mouse the Text Editor SuperObject configuration dialog appears (see “Text Editor
Options” on page 621). Set the options as shown in the illustration below.

Text Editor SuperObject

_ Data
/);:ieldlrg ) Wariable () Formula

wtem

_ Display Options — Editing Options
™ Padding Insertion Pt.: | at End 4]
at end of line "1 Tab = 4 Spaces
™ Non-White Background O Undate Variable Pvery Key

__ Borders Terminate wher;
doDown Arrows

L] Top dow
[] Left E clp B R % ... = = %
"1 Bottam [ qua || L T
CIRight  []Focus Ring da e OB =
— Scroll Bars | Attach Procedure to Object
" Iwvertical || Horizontal ;
- — |+] 1 ..Handler

" | Thin Scroll Bars
1 Grow Box __|Every Key | Most Keys || Finished | Focus
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When you press the OK button the new Text Editor SuperObject will appear.

[0 = M Price List:Add (100%) (m=|

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

L] w

Il?l ihher Carment :

|||||||||||||||| =

_.
1y

Select the Pointer tool and adjust the size and position of the new object (see “Nudging the Size of an Object”
on page 491).

My Price List:Add {100%:) ==
|||||||||||||||”|||||||||||||||?||||||||||||I||$|||||I

i | »

| Add IlEuI:-I:-er' Cement

Hold down the Option key (Mac) or the Alt key (PC) and drag the Text Editor object to the right (see “Drag
Duplicating” on page 539).

My Price List:Add (100%) =——=[H H
|||||||||||||||”|||||||||||||||?||||||||||§|||||3||||||I ;

Adjust the size of the new object and select the Right command from the Text menu (see “Text Alignment” on
page 572).

My Price List:Add (100%) BB

i z z
||||||||||||||||||||||||||||||||||||||||||||||||||||||| -

- |
| Add IlEubher’ Cernent I Euhher.

Double click on the new text editor object (see “The Object Properties Dialog” on page 512) and change the
field to Price.

Text Editor SuperObject

Data

@ Field Item dable () Formula
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Press OK to update the object.

2j=]

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

My Price List:Add (1000%)

L] w

-
[ Add ] [Rubber Cement I 369

Click in the tiles’ drag bar to select it (see “Working with Tiles” on page 886).

[0 = M Price List:add (100%) === H B
|||||||||||||||”|||||||||||||||?||§I||||||||||||||||||| t
[ Add ] [Rubber Cement | zes
Use the color menu to change the tile to light gray.
=——— My Price List:Add (100%) == EIH
|||||||||||||||”||||||I||||||||?||||||I||||||||||||||| t

| Add IlRubber’ Cernent

269

(* ]
T
=

Drag the lower left hand handle of the tile up until there is an equal margin around the button and text editor
objects.

|||||||||||||||||||||||||||||||| E

r

||||I |lr s:;,I

[0 = My Price List:Add (100%) =—=HH

1 2 3
|||||||||||||||||||||||||||||||||||||||||||||||||E||||||

| Add IlRuI:-I:-er' Cernent

e
i
)

[~
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The finished form should look something like this.

by Price List:Add {100%:) (==

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

[ Add IlEubher’ Cernent

L] »

Using the Form Preferences dialog in the Setup menu, change the viewing format for the form to View-As-
List.

Form Preferences

Viewing Format:

Tab Order:
() Data Sheet Order

S Back to Front

Press the OK button, then switch back to Data Access Mode.

[0 = Mv Price List:Add (100%) === H B
SWitEhtu DﬂtﬂMD[lE ||||||?|||||||||||||||?|||||| -
A - =

8
= SN KR [»

S
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Here’s what the form should now look like in Data Access Mode. The graphics on the tile are repeated over
and over again for each record in the database.

[ =My Price ListAdd = H

To add a particular item to the current invoice just click on the Add button for that item.

[0 == My Price Listadd =——HI B
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Clicking this button will trigger the procedure which adds the item to the invoice.

D= — My Invoices:Orderbntry =————— =
Invaice * RN Cate ROTECETN Qtye|ltern Price|  Amount
LENGR inda Bischoff 1 2Eue Mediurn Ball Paint Pen 0e9 =]

Tyl 1ark Energy Co ZFink Highlighter 1.19
lal AT TS M. Harbor Cir. af1emo Fad .39 16.95
12Faper Clips 1.59 12.02
resna |Cé |93747 | ZRubber Band Ball 7 %9 4.78
Fostal Scale 1995 1995

Country
FLLLER. 205) 452-1255
Merno

7261
7.75 563

75.24|w

[ Add ][, 1vis./ibMtnta| v o

r prd
Y | Add IlHubher’ EEW | 39
[ Add J[Postal Scale IREEE

[ 4dd J[Heawy Duty Letter Falder [ 199.95

o [ 4dd J[vardstick | zi19

Ly |[_Add ][steel Ruter S
[ 4dd J[Plastic Ruler | o7 -

65 visible /65 total | 4 L) [»

Now Save both databases and you are done.



Page 217

Saving a File Set

Before continuing, make sure that the My Invoice and My Price List files are the only two databases open in
Panorama. Then choose the File Save command from the File menu. Type in the name of the file set you want
to create (in this case Order Entry) and click on the Set option.

Save

Save As._ Order Entry | 8

[-1 PJ }-l-l[IIIJ [[’jTumrial |-H

% Network Name 4| Date Modified

= Jaguar @ My Checkbook Today

= Classic B My Invoices Today

=1 Panther @ My Mailing List 9/25/04

= Alaska | My Price List Today

| isightWeb ...
CocoaGest...

PR

Ik I

[ Desktop -
[ Operations
A Applications
4 jimrea

4 Documents
& Movies

& Music

1 Pictures

i Eavwnrirac

) Panorama () Text Dnl@

__ Automatic save after 20  minutes

Ta el

__ Keep backup copy (.b) of database
v Save window positions __ No windows

{NEW Fnlderjl [ Cancel | f—?c—}
P
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If you are using a Windows PC computer use the combo box to choose the Panorama File Set {*.pnz} option

T

S ave jn: IE Dema Files j | In_hﬁl o ééél
Action Menw Samples [=_—| Gabreal's Photoz 2 [=_—I Fete's bMexic
Calendar ' 1 Music Videos 1 Phato K.eep
Chartz : (] Mational Parks 1 Phato K.eem
Custorn Mernu Editor & (1 Mutrition (1 Phatas of Jir
Fresh Fruit £ 0ld Dema Files [ PraLJE Libr
Gabreal's Photoz &3 FPending Photos 1 PravUUE Pra

L« | 2

File name: Il:lrl:ler Entry Save

Save az Ll,lpe Fanarama Fi Cancel

[ Automatic zave after Iﬁ minutes
[¥ Keep backup [.bak) copy of databaze
[7 Savewindow Positions 7 Mo windows

Press the Save button to create the file set document.

O==————— f.'j Sstep-by-Step=—"———— 0| H

2items, 204.4 MEB available

My Checkbook My Invaices My Mailing List My Price List

b
R

Order Entry

SIK

4| IC

Later if you want to open both the My Invoices and My Price List files together you don’t need to open them
separately. Instead you can simply double click on the Order Entry icon, and Panorama will open both files
automatically. See “File Sets” on page 92 to learn more.
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