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Welcome to Panorama
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Welcome to Panorama! The product you are about to use, Panorama Sheets, is one member of the larger Pan-
orama family of super fast RAM based databases. Other products in this family include Panorama Pro and
Panorama Runtime. Each of these products has different levels of capabilities, but all of them feature super fast
RAM based searching and sorting and an easy to use, fluid, user experience.

All of the products in the Panorama family also share a common file format. This means that different users
using different products in the Panorama family can easily swap data back and forth. It also males it easy to
transition from one Panorama product to another. For example, if you start with Panorama Sheets but later
decide you need the full power of Panorama Pro. you can simply upgrade the software and continue working
with your existing databases without so much as a hiccup.

Let me introduce you to each of the members of the Panorama family.

Panorama Sheets is a hybrid that combines the power of a database with the familiar user experience of a
spreadsheet. All data entry, searching, sorting, data analysis and data manipulation is handled using a
straightforward spreadsheet like interface. Data can be easily imported or exported to/from text files and
spreadsheets, and can be printed either as a table or as mailing labels. Our unique Total Recall technology pro-
tects your data thru just about anything, including power outages and system crashes.

Panorama Pro starts with all of the features of panorama sheets and adds two major capabilities: forms and
procedures. Forms allow you to graphically design you own user interface for data entry, display and printed
reports. The built-in graphical editor makes it easy to lay out your forms any way you want. Each database
can have dozens or even hundreds of forms, so you can build a form for every possible application. (of course
you can always use the basic spreadsheet interface as well.)

Panorama Pro is also completely programmable, allowing the automation of common, and not so common
tasks. Basic repetitive tasks can be automated by anyone using the “watch me” recorder - no programming
knowledge required. If you do have programming skills, Panorama Pro has all the tools you’ll need to rapidly
build sophisticated custom database applications. You can even include code written in PHP, Ruby, Perl or
Python.

Panorama Runtime is an affordable companion for Panorama Pro. It includes all of the capabilities of Panorama
Pro, but without the design tools. It allows a developer or expert user to build a custom application using
Panorama Pro, and then distribute that application to client users without requiring the client users to pur-
chase a full copy of the pro version. It’s perfect for distributing panorama databases within a company, or for
consultants that develop custom applications for clients.



This table summarizes the features of each member of the Panorama family.

Panorama Sheets Tutorial

Feature Panorama Panorama Panor_ama
Sheets Pro Runtime
Price 39.95 299.00 129.95
Spreadsheet style row/column grid yes yes yes
Forms and Reports no yes runtime
Mailing Labels yes yes runtime
Programmable no yes runtime
Sorting yes yes yes
Searching yes yes yes
Select Duplicates 1 field mflijelf(ijile runtime
Relational yes yes yes
Shared databases (with Panorama Server) no yes runtime
Design Sheet no yes no
Security no yes runtime
Customizable Hotkeys no yes runtime
Display Maps no yes runtime
Tool Palette no yes yes
Speech Synthesis no yes runtime
Send Email no yes runtime
Import/Export Text yes yes yes
Import/Export VCards no yes runtime
Import Financial Data (OFX, QFX, QIF0 no yes runtime
Custom Menus no yes runtime

Note: Runtime means the capability is available, but must be set up using Panorama Pro.

For more information about different members of the Panorama family, including pricing, please visit the
www.ProVUE.com website.



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 Sheets effectively.

This tutorial is divided into two lessons. Each lesson builds on the previous lessons and introduces more
advanced topics. In “Lesson 1: Building Your First Mailing List Database” on page 12 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 65 you’ll not only build a simple checkbook register file but also learn several techniques for organizing
and summarizing the checkbook data. 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 Sheets on your computer. If you haven’t done so already,
see the ProVUE web site, www.provue.com, for installation instructions. It’s not necessary to activate Pan-
orama Sheets to complete the operations in this tutorial. If you haven’t purchased Panorama Sheets yet you
can try out the tutorials before you decide that you want to purchase Panorama Sheets.

| hear the bell—class is about to begin. It’s time to get started with your new Panorama Sheets career! | hope
you have as much fun learning Panorama Sheets 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.)

AN0 Mew Database Wizard
a - ..
o ¥ [WE ﬁ Sk ,“'
P, ¥ . b
N Chas gt From Ciear 2
Favurites .'—n:cl"l.:f-'-c E‘T:::-:-rﬂu B Iﬁ:-h:s ._:'Z;_It Hila Prefe renoe
FIELD NAME TYPE  DIGTS  CAPS CLARVOYANCE™ DEFAULT VALLE
+ et g, i, Text : [T =]

=)

To create a database start by typing in the name of the first field. You can also click on the yellow star to
choose from a list of common field names.

v W 3

Crsgas et Irgim Clear ity
Import Filg Cliphoard All Frplds Aok

Hel Prehanands

FIELD NAME TYPE DIGTS  CAPS CLAIRVOYANCE™ DEFAULT VALUE

of | Ten & Off 2 ]
Taxl Lesatian
Mumeric

Date Birthdey
Type here, or... T

Expires
First Expiralion
choose here Middle A rival

Last Ceparfure

Spoue

Ciient A

Eraplotes LIRL

Title

Poajtion Fhone

Face

Cornparg Cell

Orgarizstion

BErcy Rotes

Sg bl FHemn

Office Messags

Departrrent Deacription
Make Mew Database | Padvdd 8 Cusbormer Category

Frddreas Qusndity
Strest iy
Sulte Price
SNm amound
fpartment Balance
Cily Cradit
Town Debit
Stafe Fate
PrEgw ] G LETIF]
Zip Hours
Ziplode Score
PoetalCode vl lable
Country
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To add a second field, press the + button and fill in the field name, like this:

_ FIELD NAME TYPE  DIGITS  CAPS CLARVOYANCE™ DEFAULTVALUE
) (=) Text b i Tet & off 3 ] -
C+ = hddress of | Text 3§  Word 3 ) 1 = s

There’s a shortcut if you’re creating a field with a common name — right click on the + button (or Control-
Click), then choose the field name from the pop-up menu.

For this lesson you will create a new mailing list database with seven fields — First, Last, Address, City, State,
Zip and Phone. (See “Fields” on page 104 for a mor detailed explanation of fields.) The wizard has a favorite
for a database that has almost exactly these fields, to use this simply click on the yellow star and choose Mail-
ing List.

800 New Database Wizard

w & (3] S v X

| Auto Log Clear Cpen

; Book Collection ki PEPaE e e

] Checkbook lIL TYPE  DIGITS  CAPS CLARVOYANCE™ DEFAULT VALUE
I C““:‘E‘CE b (Text 2 (Off 2) = @l

-~ Equipment Inventory [ — o :

'*  Expense Log AR (Word +) = #

| Invoice

- Parts & Labor Invoice
Price List

The fields for a mailing list are automatically filled in for you.

800 New Database Wizard
w 4 3 W S & X

Fevarae Import File [?E:rr;:?: AumFT:{:g,, ;:‘:E::T_ Help Preferances
|
| FIELD NAME TYPE  DIGITS  CAPS CLARVOYANCE™ DEFAULT VALUE
KCAS A o (Jext__3) (Word 3) ¥
| @ © [t o (Te. 3 ((Word 3) W 5t
) (=) [asares o (o3 Wois) @ $
E--l- k=) | Cify o | Text A Word 2 = it
+ (=) State o (Text 3 (Al 3 = .
: +) (=1 2ip o | Text 3 ( Word 3 = 5
(@O o (et Wiy B8 [ 3
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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 simply click on and edit the field name, or click on the yellow star and choose
Phone from the pop-up menu.

click here to edit

field name ...
or choose name from pop-up menu
) =l _I:.;||_||'|-‘|;r':,.- _*“_ L Texx :-_ L 1'!?:."?_:

Text | Location
Hurneric
Dale Birthday

: Dus
Hame’, Expires
First " Expiration
Hiddie °, firrival
Last S Departure
Spouse
Clignt ' Email
Erployes .| URL
Title
Position m’_

Fax

Cornpany Cell

At this point you could 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 button at the
bottom of the window.

Chooze Irmport froem Clear Oipen

Favarites Impast File Clipboard All Fields Hecent P ErUnE

| FIELD NAME TYPE  DIGTS  CAPS CLARVOYANCE™ DEFAULT VALUE I

k- — . — o = S
Cadad fo=) | First wt | Text . ( Word ) ! k1
) (= [t & (Tot__: Wordy) [ ¥
(%) (=) | addross o (Tem 3 ((Word #) M = s
() (=) [city o, (Tet ¢ | Word +) =] i
(4} 1= |state wt | Text = Al D :',_:
@ © [z o (Temt__¢ ( Word 3 =| :
@) @) [Phone o (Temt 3 o 2 3 #
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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).

First Last Address City State Zip Phone T

L
— 0
S
ik
v
1 visible/1 total (]« » & RISV

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.

ORaNG Untitled

First Last Address City State Zip Phone s

v

— | | i e i

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 201 if you can’t wait).

ONENG Untitled
| First Last Address City State  Zip Phone s
v
Bobl |

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

@ MO O Untitled

First Last Address City State Zip Phone

o | s | 5
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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.

ORENG Untitled

First Last Address City State  Zip Phone s |

Bob Smith 1414 Rimrock Road  Las Vegas NV 89104 [ i

The New Database Wizard has set up an Input Pattern to make typing the phone number easier (see “Input
Patterns” on page 207 for more information). All you have to type is the numbers, for example

]I EZIE] 2] 2. Panorama will type in the punctuation for you.

ONENG Untitled

First Last Address City State Zip Phone i
L

Bob Smiith 1414 Rimrock Road Las Vegas MY 89104 [(702) 487-902 m

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

e
ik

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 s
. 1 | L

%h Smith 1414 Rimrock Road Las Vegas N"u" E'Eilﬂd- {?I!].'i 487-9023 i

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

First Last Address City State  Zip Phone s

1K

Bob Smith 1414 Rimrock Road  Las Vegas NV B9104 (702) 487-9023

If you want to delete this new record choose Delete Record from the Edit menu, or simply press the Delete
key.
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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.

@ ™ ™ Untitled

| First Last Address City State Zip Phone

Y
| < I
. Bob Smith 1414 Rimlrock Road | Las Vegas NV 89104 ( m

double click to edit cell

-
i

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.

M ™ Untitled

| First Last Address City State Zip Phone

k
. Bob Smith 1414 Rimrock Road s Vegas NV 89104 ( 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.

@ M ™ Untitled

| First Last Address City State Zip Phone 2

" Bob Smith 1414 Rimrock Road as NV 89104 ( 0

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

@ O O Untitled
First Last Address City State Zip Phone s
Bob Smith 1414 Rimrock Road ‘bs NV 89104 ( 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.

@ O O Untitled
First Last Address City State Zip Phone i
L
Bob Smith 1414 Rimrock Road ‘las NV 89104 ( m
Apt 4-G

E

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, which is not available in Panorama Sheets. Visit www.provue.com to learn more about more
advanced members of the Panorama family.).

| E Last Address ' |

irst City State Zip Phone ;
- - - - - '
‘ Bob Smith 1414 Rimrock Road NECRGCHEE NV 89104 ( 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.

@ O O Untitled

First Last Address City State Zip Phone s

Bob Smith 1414 Rimrock Road ‘las NV 89104 ( m
Apt 4-G

=K
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You can adjust the size of the Input Box any time it is open.

ORENE) Untitled
First Last Address City  State  Zip Phone Bt

v

Bob Smith 1414 Rimrock Road | Las Vegas NV B9104 (702) 487-9023 ﬂ
‘.ﬂ.pt 4-G *

If the Input Box is less than one inch high it won’t have a scroll bar.

@ Mm M Untitled
First Last Address City State Zip Phane £t
ki
Boh Srmith 1414 Pémrnck Road Las Vegas NV 89104 (702) 487-9023 a
Apt 4-
e —

To learn more about expanding the Input Box see also.

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 press the Save button.

ﬂ'hﬁv Mailing List =
[i l Ilr] [EE = DII] r_l.:i Database Tutorials N (Q, search 3

_ Date Modified

type in name of file ——

| Development
|| Marketing
| | Operations

|| Media
;f,fh. Applications E select folder you want to save file in

Yalp

ﬁ Panorama.app

I Desktop
|| Carborama

[ XCode

|| Dan Brown Tes...
|| Operations
(58 ProVUE Sales 2.

( New Folder :I Cm @
ﬁ

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.

vl
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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 Sheets by exporting it into a text file (tab or comma delimited) and then importing it into Panorama.

Panorama 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.

aN0n Text Wizard
4 |8 . |
- . !
Choose Import from Tak =
Tt Fide Clipboard Width Favorites Llear
TEXT FILE:
. alm wlw

Drag text file here

name of database data will be imported into

ey = ) T4 >
IMPORT DATABASE: My Mailing List | _SkipFistLne @Append _Replace import |
| Fir | Last -|m:ld-ruu |cit ISt [Zp | Phone ! - ]

fields in database
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The next step is to select the text file that contains the data to be imported and drag it onto the wizard. For
this tutorial we’ve prepared sample data that is ready to use. To see this file, choose Show Sample Text Files
from the Special menu.

Panorama File Edit

Dathasa - Wizards Window

Clear Import Configuration
Reset Wizard

Import Data from Clipboard

Show Sample Text Files...

Copy Procedure to Clipboard

Now drag the file 200 Sample People.txt from the sample text folder onto the Text Import Wizard window.

Text Import Wizard

-~ -
. Sl
¥ : o B ﬁ

Choasa Imaart From Tah - it o1
Taxt File Clipboard Width o i e el
TEXT FILE:
11-! éh
Drag text file here
e
IMPORT DATABASE: My Mailing List : _
First |Last | Address | Coty |Stat |2 | Phone |
“ i
+*
\‘ w
BH00 _ISample Text Files =

LE Y] Tx7

- 200 Sample People.txt 2K Sample People.ixt
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Now the wizard will show the data contained in text file. In this case the imported text has 15 fields, of which
six are currently visible.

TotFie  Chpowrd  Width hiapssichiny
1
al® e ils ads 5= wh=
My Harbara Maldenhauer oo 4
Ms. Deborah Woif Asst Labor Relatia
M Timanthy Doblins Sales Rep |
| M. Kelhy Gage Asgt Public w:m‘
s, Marilyn fratt Supphies Clerk |
™ Theresa Tracy AnEsT '
: M. Charies Lowe Assistant 5‘““?«; ]
Ms. Michelle Szern Buciget & Researc| a |
M. Lathy oot Azt Parsannel nrf- !

F | a

Drag columns from
impart text (above) into
database fields (here)

Use the Tab Width pop-up menu to make the imported columns wider or narrower.

¥ (9
Tt Cipbow favorkes  Clear i i
% 15

s an _I g"g: _ ads x5 whis
H-.L_ Barbars . - o Winidenhauar 00 i
bl Karen 3.0 Sryant Wachiniss |
e peborah || 35" Wit Asst Laber Ralatia
e, Tmontny | 4.0" ] Dubbing  Sales Rep i
M. Kelly T— Cage Asst Public Works |
na - -l - " - 1
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The next step is to assign data from the imported text to specific fields in the mailing list database. Start by
dragging the second column of imported data into the First field.

 TEXT FILE: 200 Sample People.txt

. wl® 2= a3w adn afs «B= £ m afis ats

s, darbara Maldanhauar L | Memphis 155 Elm Ter Canandaig) & I
W Kargn Bryani Machinist Forida Partrers 3595 E 5Th Garden Citi ¥ |
b, [he,t;:nrah iVof Asst Labor Teaas Studics - 8503 E Eureta

W :_.e.'n:mlhy Dbl Sales Rep Fhiladelpfra B39 E Clayron  Jenson

(L t..i'"]l Gage Azt Public Danvid Studio Co E7T 5, ChardotteBloomiheld
M. ,';-"arlw Pratt Supplies Clerk  Smart 34423 E. Hunt Maontrose

M5, .:T."rE‘.'ESE Tracy Anatyst Oregan 777 W Stewart Sargent Bl

b « Charles Lo Azz=tant Arizona Labs D38 West Laura Winter Pas

L ,: Wicheha Stern Budget & Ohic Toed Co 10F73 E. Cincinnati .;

| M. :' Kathy Root Asst Parsonnel  River Power 32104 5 18Th 5t Gaorge. ¥ |
i RN L I 2 |
IMPORT DATABASE: My Maiking List _ SkigFirstUine  Append _ Replace  Import |
:IFI'I'I! : I-l Last -i.ﬂ.ﬁ:ﬁﬂ!ﬂ -ﬁ'l'.]r : }I'.I'I! ‘:-.E"!- -_-H'H:l'ﬂ- T - |

L

Drag columns from
import text (above) into
database fields (here)

Then drag the fourth column into the Last field.

 TEXT FILE: 200 Sample People.txt
. wl® 2= a3w adn afs «B= £ m afis ats
s, darbara Maldanhauar L | Memphis 155 Elm Ter Canandaig) & I
W Karen Bryani Machinist Forida Partrers 3595 E 5Th Garden Citi ¥ |
M. Deborah 'nl'v.'n::'j" Asst Labor Texas Studics - 8503 E. Eureka
M. Temanthy :Jﬁol:ll.'i-‘r.i Sales Rep rhiladelprea B39 E Clayron  Jenson
(L Kally ,':'_'.:gu Azt Public Danvid Studio Co E7T 5, ChardotteBloomiheld
M. Marilym 'o" Pratt Supplies Clerk  Smart 34423 E. Hunt Mantrose
M5, Therasa 'o' Tracy Anatyst Oregan 7T W Stewart Sargent Bl
e Charles '0' Lowe Azcetant Arizona Labs  D3H West Laura Winter Pas
Wi, Michele ," Stern Budget & Ohio Tosd Co 10773 E Cncnnat | 4
| M. Kathy ," Root Aszst Parsoanel  River Power 32104 5 18Th 5t Geargs . v |
e . RS

¥ ~
IMPORT DATABASE: My #ailing List _ Skip First Line = Append __ Replace = Import |

:IJ-‘ut | Last |ﬁgn'ruu | City ; Stutdi-Eip | Phone !
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Continue to drag each of the text fields you want to import onto the corresponding database fields.

1 L
¥ |8 ¢
- i L w
oilibis) iy
Choose Import from Tab = - ;
Tt P Chioboard Width Favorites Claar ET::;:E;;;”

] !
TEXTFILE: 200 Sample People.tst D ‘
—— — = _— s — —

!:5!- whim aim sd= wHie a10= allm wlfn kL
| 0 Memphes 155 Elm Ter Canandaigua MY 14425 [F1E] [F1G] &
! Hachinist Flarida Partners 3595 E 5Th Ganden City A 31408 (312) (212) b
I Asst Labor Texas Studios  B5Q3 E. Eureka CA 85503 (767 (707 &
] U v ¥ 5 4.
Sabes Rep Philasdelphis G239 E Clayten  Jenidon M 43428 'A'E 18] (816])
AsstPuble  Dawid Studio Co £77 5. ChariotteBcombeld I §7003 . (201) (201
. .
Luppies Cleck  Smat :'3-5421 E. Hunt Mdntrose :'H‘I' o 1054R o (814 (3%4]
£ U U .
Analyst Oregon '.' FP7 W Stewsrt Shrgent S-mf:' Ea J 51054 ',' (F12) (Fi2)
[} ’
Aszistant Arizona Labd 938 Wess -.:ur:.'lhlinl'.er Park ,' FL " 3zre3 f (407) [(407]
. ] i ] -
Budget & Oheo Tocd o TOVFIE « Cncinnatl ." aH ',' 45203;" (513) (513} &
k 2 :
Asst Personnel River Fuw:a-r 32104 5187Y 5t George 5 uT N B—#?ﬂ] (BO1) {(801) v
. " ¥ ] U ’ P
=R R E . 5 K K I :}
T = ™ e ¥ ] ._--'. : L ] T r--\.-. —_——
B . __sSkip First fine ' Append _ Replace  Import |
.

| Last Statr i |

| Barbara  Moldenn 155 Elmpier .|
Karen Bryant 3535 E 5Th Bhd. Gardan ¥
ebarah Wl 8503 E. Clenbrook Ave. Eureka m
Temanthy Dobbing 839 E Clayton Lo Jenmon
Kelly Gege 677 5. Charfotie Lane  Bioombeld
Mariym Pratt 34423 E. Hunt Rt Montross

Theresa Tracy FIT W Stewart Way Sargent Shuff
Charles Lowe 938 West Laura Trad Winter Pari

| Michels  Stern 10773 E PoneerDr  Cwcinnati
Kathy Root 32104 S 18ThPkwy 5t George

IR AR -
e

Once all of the fields are set up press the Import button.

| Barbara Moidenh 155 Ebm Ter Canandaigua MY 14425 (716) B40-5619

Karen Bryant 3585 E 5Th . Garden Cioy GA 31408 (9%2) 528-0635 b |
r Disborak et B503 E. Glenbroak Ave. Eureka CA, 95503 (707) 448-0&73 d.
Timonthy  Dobbing 639 £ Clayton Ln Jenson MI 40428 (616) B33-5134
! Kadhy Cage 677 5. Chariotte Lane  Bioormbeld KRI 07003 (201) 947-6456
Mariyn Pratt 34423 E. Hunt At Maontross NY 10548 (974) B10-7OBS
Thorésa Tracy 7T W Stewart Way Eargent Bluff L) S1054 ([712) 547-5E813
| Charles Lowe 938 West Laurs Trad Winber Park FL 32733 (407) 544-8747 |
Michele Swern 10773 E. Pionesr Dr Cancinnat OH 45207 (513) 207-5547 :
f Kathy Root 32104 5 18Th Moy 5t Gaorpe ur B&frl  (BOD1) 611-2225 ¥ |
| 4k
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The wizard will import the data from the text file into the database.

Imported 200 records from 200 Sample
s People.txt.

o)

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.

First Last Address City State Zip Phone g

| v
Moldenhauer Memphis Consultants I Canandaigua NY 14425 (716) 840-5619
Karen Bryant Florida Partners Corp  Garden City GA 31408 (912) 528-0659
Deborah Wolf Texas Studios Internati Eureka CA Q5503 (707) 448-9673
Timonthy Dobbins Philadelphia Informatio Jenison MI 49428 (616) 833-5134
Kelly Gage David Studio Co. Bloomfield M 07003 (201) 947-6456
Marilyn  Pratt Smart Subsidiaries Coll Montrose NY 10548 (914) B10-7069
Theresa Tracy Oregon Semiconductor Sargent Bluff 1A 51054 (712) 547-5613
Charles Lowe Arizona Labs Productior Winter Park FL 32793 (407) 544-8747
Michelle Stern Ohio Tool Co Cincinnati OH 45207 (513) 407-5547 | _
Kathy Root River Power Corp. St George uT 84770 (8B01) 611-9225 |4 l
George Mahon Marshall Media Interna Brooklyn NY 11204 (718) 488-9771 |

! 201 visitfe/201 toral ) [ 4| > @) yal> ]

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.

To learn more about the Text Import Wizard see “Using the Text Import Wizard” on page 360.

Adjusting Column Widths, Font, Size and Background Color

To adjust the width of a column in the data sheet, move the mouse over the right half of the column name
(left half if the column is numeric or right justified). When the mouse is over the right half of the name it will
turn into a double left/right arrow.

mouse turns into double left/right arrow

 First Last @ Address City State Zip Phone ‘|

1 - - - - - '
Moldenhauer Memphis Consultants I Canandaigua NY 14425 (716) 840-5619 ﬂ
Karen Bryant Florida Partners Corp  Garden City GA 31408 (912) 528-0659 -
Deborah Wolf Texas Studios Internati Eureka CA 95503 (707) 448-9673 |
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To adjust the column width press and drag to the left or right.

Panorama Sheets Tutorial

First Last =e-AGORBSS . unngp | | City State  Zip

Barbara Moldenhauer Memphis Cﬂn5u1ta?1_'c}$ I Canandaigua NY 14425
Karen ;Er'«_.rant Florida Partners Corp  Garden City GA 31408
Deborah Wolf Texas Studios Internati Eureka CA 95503
Timonthy ;ﬂubhins Philadelphia Informatio Jenison MI 49428
Kelly Gage David Studio Co. . Bloomfield NI 07003
Marilyn  Pratt Smart Subsidiaries Coll Montrose NY 10548
Theresa {Tracy Oregon Semiconductor Sargent Bluff 1A 51054
Charles Llowe Arizona Labs Productiol Winter Park FL 32793
Michelle Stern Ohio Tool Co . Cincinnati OH 45207
Kathy ;Rﬂﬂt River Power Corp. St George uT 84770
George McMahon Marshall Media Interna’ Brooklyn NY 11204

201 visible/201 total || 4| ® b e T o

Y

Phone -
|
(716) 840-561
(912) 528-065"
(707) 448-967.
(616) 833-513-
(201) 947-6451
(914) 810-706"
(712) 547-561.
(407) 544-874
(513) 407-5541_
(801) 611-922! 4
(718) 488-977 |~
. Y

First Last Address
Barbara Q=i =11 Memphis Consultants I
Karen Bryant Florida Partners Corp
Deborah  Wolf Texas Studios Internati
Timonthy Dobbins Philadelphia Informatio
Kelly Gage David Studio Co.
Marilyn  Pratt Smart Subsidiaries Coll
Theresa Tracy Oregon Semiconductor
Charles Lowe Arizona Labs Productioi
Michelle Stern Ohio Tool Co
Kathy Root River Power Corp.
George McMahon Marshall Media Interna
201 visible/201 total | S

City State Zi*
v
Canandaigua MY 1
Garden City GA 3
Eureka CA a!
Jenison MI L4
Bloomfield NI 0
Montrose NY 1t
Sargent Bluff 1A 5
Winter Park FL 3.
Cincinnati OH 43,
St George uT 8« 4
Brooklyn NY 1
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Use the Font dialog in the Special menu to change the font and size of the text displayed in the data sheet.

-~ ] x ? {Cance[} f#qaﬁw}
i Font Size Sample (Geneva 9)

i 8 =

w

lﬂm

Georgla Bold | [
Georgla Bold Italic BT
Georgla ltallc 13 s
F’Ié ntagenet Cherokee 14
Geneva CE . 15 y
| TR = Vi

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.

First Last | Address | City State  Zip Phane A
Joldenhauer Memphis Consultants Inc Canandaigua WY 14425 (716) B40-5619 b |

Karen Bryant Frorida Partners Corp Garden City GA 31408 ([912) 52B-0659 m

Deborah  Woif Texas Studios Internatior Eureka CA 85503 (FO7) 44B-9673

Timonthy Dobbins Philadelphiz Information ! Jenison M 49428 (G16) B33-5134

Kelly Gage David Studio Co. Bloomfeld M 07003 (201) 947-6456

Marilyn Pratt Smart Subsidiaries Colleg Montrose NY 10548 (914) B10-7069

Therasa  Tracy Oregon Semiconductor Ir Sargent Bluff 14 51054 (712) 547-5613

Charles Lowe Arizona Labs Production: Winter Park AL 32793 (407) 544-B747

Michelle  Stern Ohio Tool Co Cincinnati 0OH 45207 (513) 407-5547

Kathy Root River Power Corp. 5t George uT B4770 (BO1) B11-83225

Zeorga Mchkahon Marshall Media Internatio Brookhyn WY 11204 (718) 4BB-3771

Anthony Goldman Liberty Photography Proe Pensacola FL 32514 (904) 968-3152 i

Judith Lemer Chicago Aircraft Co Beaumont TX 7704  [409) B75-3648 ik

Robert Wiglsen Diego Adwertising Corp De Leon ™ To444  (B1T7)419-0219 o

PP T et & | PR L N o R LB T P ol o W o T o o L I
201 visible/201 total 4 ¥ . ‘] o s

Use the Save command (File menu) to save the new configuration.
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To change the background color of the data choose Preferences from the Panorama menu, then click on Gen-
eral Preferences. Then click the Data Record option of the Background colors section.

| Double clicking on Panorama opens... == Mew database options...
I New Database Wizard + Data Sheet Font: | Geneve )
® Recent Databases Wizard

- Sire: @9 pt 10pt O12pt D14 pe
C2Clpwn Hizwa Windew Opticns: [ Save Window Positl
:—Dﬂéﬂ Fila Dialnq- i Ciplignd: Y ENCOr Bihiong

T Nothing Auto Save: (OFF T8

CIFF B mecoemimeesiisy Wb Shgl Bocad ip snatbied

Custom: apenwzand “Recent Databages”

[-“‘“ Search options...
- Menu Options..,. “"J\ When opening FindSelect dialog:
./, [IUse "Classic” menus (Search, Sart, Math) Default Search: @ Al fields L Current field
E‘In:lud: “Built=in" wizards in Wizard menu Il-.-:!m“ search criteria
[ Enabie Live Preview

m— Oata Sheet Options...

. Data Manipulation options..,
‘4 B8 Minimum smooth text size

When soening Manipulate Data disleg:
(] Defauit to formula
[IReset manipulation criteria

Background colg
Ii Default Colors

- ol I L)
Summary Livel R
Summary Level 4
Summany Lival 5.
Summary Level §
Summary Level 7

Cata Analysis options...

lﬂr I Allow Numeric Group Fields
[ Allow Subset Analysis

click here to change background color

Use the dialog to choose the background color you want.

(CEwmenl ) 0N
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When you press Ok all open data sheets will change to the color you selected.

*-. ! . : .-.‘:.'-‘r-: = ..-'.-.. -'iiﬂiﬂ:g-r.i:-.-

LB First Last | Address City State Zip Phone -

= | EICEEN Vo\denh 155 Eim Ter Canandaigua NY 14425 (716) B40-3619 b

| 4 | Karen Bryant 3595 E S5Th Bivd. Garden City GA 31408 (912) 528-0659 m

——— Deborah  Woif 8503 E. Glenbrook Ave. Eureka CA 95503 (707) 448-9573

5 Temonthy Dobbins 639 Clayton Lo Jeniscn Wi 43428 (B1B)} B33-3134

L] Kedly Gage 677 . Chariotte Lane  Bloomfeld N1 07003 (201) 947-8456

| Marilyn Pratt 34423 E. Hunt Rt Montrose NY 10548 (914) 810-7089

| Theresz Tracy T77 W Stewart Way Sargent Bluff Y 51054 (712} 547-53613

| | Charles Liowe 938 West Laurz Trail Winter Park FL: 32793 (407) 544-8747 s

——=— Michelle  Stern 10773 E PioneerDr  Cincinnati OH 45207 (513) 407-5547 g
Kathy Root 32104 S 18Th Pkwy St George UT B4770 (BD1)611-9225 v

201 visible/201 total IR =) Jale s

The new color will be used permanently for all data sheets until you change it. (For the remainder of this
tutorial this book uses the default gray background color.)
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Sorting the Database

Now that the database is filled with sample data you can start trying out Panorama’s commands for organiz-
ing data. The quickest way to sort by any single field is to right click on the field name and choose Sort Up or
Sort Down from the pop-up menu (if you don’t have a two button mouse you can hold down the Control
key while you click on the field name.

right click on field name

First City state Zip Prnme -
Barbara Moldenhaver 155 Elm Ter Canandaigua ~ NY 144} Field quert'“j“
Karen  Bryant 3595 E 5Th Blvd. Garden City GA 314 Autoset Field Width
Deborah  Wolf 8503 E. Glenbrook &wi Eureka CA 955
Timonthy Dobbins B39 E Clayton Ln Jenison Wi 49
Kelly Gage G677 5. Charlotte Lane Bloomfield M a7 TR
Marilyn  Pratt 34423 E. Hunt Rt Montrose Ny 105 sort Up Within
Theresa Tracy 777 W Stewart Way  Sargent Bluff & 5100 Sort Down
Charles Lowe 938 West Laura Traill Winter Park FL SE?i
Michelle Stern 10773 E. Pioneer Dr  Cincinnati OH ' . '
Kathy  Root 32104 S 18Th Pkwy St George UT 847 Manipulate Data in Field...
George  McMahon 720 S.E. Florence Ter  Brooklyn Ny 112 Vertical Data Tabulation...
Anthony Goldman 29710 5.W Bay Place Pensacola FL 325]
Judith  Lerner 5966 W Millwood 5tre Beaumont X 77 Add Field
Robert  Nielsen 565 M Capital Ln De Lean BB 7644 Zekics,
Alfred  Coats 808 N Jackson Lane  West Islip Ny 117¢  Insert Field...
Edward Kramer 44944 5.E. Beacon Av Corvallis OR 973 Duplicate Field
Betty Curry 120 S. Hall Street Prioenix AZ 8501 Fl :
201 visible/201 total Falef ©  Split Field...
Merge Fields...
Swap Fields

Panorama will sort the database as soon as you release the mouse. If you chose Sort Up the data will be
sorted from lowest to highest, if Sort Down then from highest to lowest.

First Last Address City atate | Zip Phone -

Crawn Kim 3394 N. Warner Blvd Chester MA (413) 288-1624

Jacquelin Ackermnan 173 North Clover Ln Dorchester A (617) 6538-53502 m

Bruce Kerr 22629 E Summit Ave Cambridge M (617) 874-3831

Sandra  Haines 5288 5. Holly Parkway Quincy WA (617) 334-6307

Frank Davies B8 W Barron Trail Milton MA (617) B24-1250

Larraine  Bwrum B85 E 25Th Dr. Hyannis WA, (508) 206-8454

Carl Twler 11482 E. Pennsylvani: Orleans A (703) 525-B525

Gerald Palmer 259 E. Baker P Wellfleet M (S08) 394-3409

Prillip Joiner 33206 5. Scenic Ave. Attleboro M4 (508) 247-1357

Jonathan Kolas 30363 N Marion 5t Brunswick ME [(207) 315-83215

Catherine Waolff 2555 West University West Paris ME (207) 718-0644

Raymond Sanchez 59 W. Palmetto Cir.  Greenville ME (207) 241-FOBE

Ronald  Kuhn 11753 E Timber Rd.  Eastport ME (207) 339-1356

Kristin McFarland 3010 North Au Place Waterbury VT (BO2) 624-T185

Micole Weber 7340 5, Harvey St. Windham CT (203) 500-8620 e

Gerald  Gilman 476 N.W. Clinton Pkwy MNorwalk CT (203) 735-5038 ‘s

Kelly Gage B77 5. l;:hadutte Lane Bloomfield MJ | (201) 947-6456 .  |Y
201 visible/201 total 1B Jalr
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You can also sort by clicking any cell in a field and then choosing Sort Up or Sort Down from the
Records>Sort menu.

Panorama File Edit BuEGGEN Fields  Setup  Window  Help

Add New Record 38F
Insert Record

Duplicate >
Delete Record...
Delete Multiple >
Search > |
BESEEE 5ot Multiple Fields... U
Analyze >
i Sort Up Within

Sort Down
Sort Down Within

T

Sorting By Two or More Fields

You can use the Sort Multiple Fields dialog to sort by up to five fields at once. For example, suppose you
want to sort by state, and by cities within each state. Start by choosing Records>Sort>Sort Multiple Fields.

Use the pop-up menu to select the primary sort field, in this casse State. Then click on the + button to add
another row.

select primary\% é ];z ( Cancel )m click to add

sort field another sort field

( Sort Up ,’.ﬁ' State 1) ._:i-.
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Now use the pop-up menu to select the secondary sort field, in this case City.

(SortlUp 4)( State $) (=) 4]
| [ SortUp :'_Ill. First L =i
' J Last : *

. Address
State

Zip
Phnne

Repeat the process if you want to sort by additional fields.

(SortUp 3)( State $1(=id

(Sertup 4)( City £ (=)

When all the fields are specified, press the Sort button. The database will be sorted by the fields you have
specified (in this example by state, and by cities within each state as well).

First Last Address City | State  Zip Phone A

Donald  Leach 16376 EEvans Rt Fairbanks AK | EEEEH (907) 442-7203

Henry Burger 25063 S.W Leith Ave Conway AR | 72032 (501) 216-1936 a

Derrick  Bryan 326 W Mohawk Court  Fayettevile AR | 72703 (501)8937-3922

Michelle Hutchinson 939 S Bonner Drive Little Ro AR 72223 (501) 899-8962

Norman  Brazelton 2958 5. Portage Blvd Chandler AL B5244 (602) 6B0-0751

Renée Lindsay 248 S.E. Utica Trail Flagstaff AL 86002 (B602) 991-5127

Herbert Matthews 14244 N Valencia Rt Higley AL 85236 (602) 635-3865

Richard Comminges B38 E. Hill Ct Peoria AZ 85381 (G602) 698-0222

Betty Curry 120 5. Hall Street Phoenix AZ 85015 (602) 741-0954

Phillip Wong 3765 S5.E. 16Th Streel Riviera AL 6442 (602) 699-9353

Sharon  Blair 28071 S.W Cordova B Acton CA 93510 (805) 901-%201

Harry Kowalski 33153 N Waverly Bivd Arcata CA 85518 (7O7) 218-B647

Harry Gonzalez 837 E. Frederick Ln Arcata CA 95519 (707) 897-5532

Evelyn  Lawler 579 5.W Seguoia Cir  Berkeley CA 94701 (415) 670-3367

Cheryl achaoll 440 MN.W. Baker Pl Beverly Hills Ca 90211 (310) 828-9677 b

Leonard Phelos 746 East Tremont Tra California |City CAw 93505 (805)985-4299 |4

Kathleen Bills 7930 E.Brown St Colusa Y caV 9593z (316) 582-2423 v
201 visible /201 total .

You can use the Favorites icon (yellow star) to save your most frequently used sorts for later re-use. See also
to learn more.
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Finding a Person

It’s easy to search for anything in a Panorama database — just choose Find/Select from the Records>Search
menu.

Panorama File Edit View BUEIGEE Fields Setup Wizards Window
Add New Record S8 E

Delete Record

Delete Multiple [
Search > Find/Select..}-, #F
Sort > Select All HA
Analyze >

,  Find Previous
Find Next H0

Type some or all of the text you wish to find into the dialog. In this case we what to search for a person named
Gutierriz so we will enter the first few letters of the name. As each key is pressed Panorama instantly shows
the data that matches your search (by default Panorama searches all fields in the database, we’ll show you
how to customize that in a moment).

(1) enter some or all of name you want to find (2) press Find button
ML égm&&;;_mm Mailing List \
@ @y é { cancel ) Vg Select )
ALL of the following are true: ) W Live Preview
Any field contains : ) |quy + |
First | Last . Address | City |Stat [Zip | Phone |

Christna  Gutierrez 451517 5 Manon Ave Laint Augustne fL  3208% (904 954-8188

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

First Last Address City state | Zip Prone

ik
Allen Rease 24328 North Camden Hialeah FL 33015 (305) 792-9606 -~
Anna McKinney B76 East Johnson Ln Lakeland FL 33809 (B813) 934-4566
Lencard Byrd 574 5. Lakeview Circle Melbourne FL 32904 (407) 255-1502
Theresa Dunn 7425 MW, Warner Aw Miami FL 33151 (305) 616-2883
Deborah Ragsdale 113 Erie Ln Miami FL 33152 (B809) 812-0788 m
Catherine Maclean 536 North Manning Dr Ocala FL 34482 (904) 803-3997
Doris Zawistowsky 4893 North Smith Stre Orlando FL 32861 (407) 865-4111
Anthony Goldman 29710 5.W Bay Place Pensacola FL 32514 (904) 968-3152
Beverly Reilly 464 5.E. Jones Cir. Reddick FL 32686 (352) 8BB-4646
Christina ReFlge: 45151 5. Marion Ave Saint Augustine FL 32084 (904) 954-B188
Charles Lowe 938 West Laura Trail Winter Park FL 32793 (407) 544-8747
Craig Beriin B727 N Bristol Ave  Atlanta GA 30309 (404) 765-2383
Karen Bryant 3595 E 5Th Blvd. Garden City GA 31408 (912) 528-0659
Eleancr Carlson 201 East Clark Trail Lithoma GA 30058 (404) 760-68B26
Caniel Mason 6086 M.E. Augusta Ap Tucker GA 30084 (404) 724-5523 e
Andrew  Ackerman 899 E. Deer Cir Waipahu HI 96797 (BOR) 557-7523 g
Derrick  Berng B275 E Morris St Carter Lake F: 51510 I[{{JEJ 637-8209 Y

201 visible/201 total ] E




Page 34

Finding Multiple People

Panorama Sheets Tutorial

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 choosing the Find/Select command. Clear out the previous search, then type in alan. The dialog
instantly updates to show that there are five people named Alan in this database.

click here to clear previous search

' First.
Alan
Aan
Alan

. Alan
Alan

«am

ALL of the following are true: :

<~ @

'An].r field c_un'r.a]m

| Last
Haftin
Diewitt
Frye
Lissnar
Harrisan

© Address
427 £ Popéar La
1642 5. Loema Rd
151 & Berry Street
9957 N Adams Rd
03 Morton Ter

f Cancel ?"'r Find \‘f‘h‘iﬂt“"

E Live Preview

alan

| City
Faiis Chusrch
Harahan
Baarmont
Spring Waley
san Ceego

| Stat | Zip

VA
L&
T
A
CA

22042
123
Pl
qrare
92123

| Phona |

(F03) 5547251
(S04) EF 41130
{400) 4010921
(619) F36-To22
{510} 7A3-18E5

-4-

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

City

First Last Address

EEN Varrson 93 Morton Ter SO
Sandra  Cain 3975 5.W 15t Parkwa' 5an Diego
Edward Hasson 429 W Harvey Cir san Gabriel
Margaret MNawlor 7825 N Somerset S5tre San Leandro

state | Zip

Ca 92123
CA 92154
CA 91776

CA 94577

e

Pinome
(619) 783-1965
(619) 207-5327

(818) 990-1793
(415) 343-9476

FeaAmh AA s EEea

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

skip to the next Alan in the database.

First Last Address City
Alan Harrison 53 Morton Ter aan Diego
ndra Cain 3975 5.W 15t Parkwa' 5an Diego
Edward Hasson 429 W Harvey Cir san Gabriel
rgaret Mawlor 7825 N Somerset Stre San Leandro
rence Rodriguez G675 E Shasta Trail san Pedro
Agthony  Dorfrman 274 South 215t Dr.  Santa Rosa
helle Schultz 25307 West Fairmoun Sebastopol
Lizsmer 5997 N Adams Rd apring Valley
Philip shipley 400 N Dupont Trail Stockton
| ETIFE AR R TFEMATT Akl Mammase R T HF T

State | Zip

CA 92123
CA 92154
CA 01776
CA 94577
CA 90733
CA 95405
CA 95472
CA 91877
CA 95209
a1 nacnc

Frhone

(619) 783-1965
(619) 297-5327
(818) 990-1793
(415) 343-0476
(213) 834-2554
(707) 910-4598
(707) 406-2284
(619) 736-7622
(209) 210-8495

fonny o0 cY1Ccd

v
L

0

You can continue using the Find Next command until you have located every Alan in the database, and you
can use Find Previous to skip backwards.
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You can also use the Find/Select dialog to jump directly to any of these five people. Start by re-opening the
Find/Select dialog, then simply double click on any row in the search results to jump directly to the corre-
sponding record.

]:‘7 ‘ - | :Cam:el ]l':: Find }E‘&hﬂ“"‘)l

i
] ALL of the following are true: %) W Live Preview
] ( Any feid contains 3) alan +)
st [Last | Address | city |Stat [Zp | Phone - ‘.
lﬁaan Hadtn 427 E PopiarLn Faiis Chusrch VA 22042 (T0D3) 554-7251
| Alan Dhewyitt 1642 5. Lorma Rd Harahan Ly 123 (504) EF5-1130

Alan Fi 157 § Berry Streat Baaumont TH  TY70E  (4089)201-0921

Adan Li r 9957 N Adams Rd Spning Valey A 9arr (819) 736-Te22

AlEn Harr 93 Maorton Ter San [eego CA 92123 (618) FHI-18&5

2 matchess 200 total

double click to jump directly to a specific record

Address | State | Zip A
e e L e e e | e e e s w
T e 151 § Berry Street  Beaumont TX 77706 (409)401-0921 |~
Daniel Barker 371 W. Primrose Pl Buda TX 78610 (512) 8B7-2741
Steven  Michael 7185 Jackson Rd Conroe TX 77301 (409) 951-1982
Robert  Nielsen 565 N Capital Ln De Leon TX 76444 (817) 419-0219

After jumping to a specific record you can use Find Next skip forward and Find Previous to skip backwards
from that point if you wish.
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Selecting Instead Of Finding

A second way to locate every person named Alan is to select the information (see “Finding vs. Selecting” on
page 139 for an extended discussion of this topic). To do this re-open the Find/Select command, but press the

Select button instead of the Find button.

FeTels Find]Select Records in My Mailing List

Panorama Sheets Tutorial

Oed 1 @

_ALL of the following are true: 3

'Ar'uj' feld cp;n'r.'a.m‘s

| Pt |Last | Address
Adani Haftin 427 £ Popéar La
Alan Dbt 1642 5. Loema Rd
: Adan Frye 151 5 Barry Streat
| Adan Lissnar 9987 M Adams 8B4
Adan Flarrman 93 Morton Ter

S matchass 200 total

Most of the database will disappear. In fact, only the records containing alan will remain visible (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 alan. We say that these five records are the

{ cancel (' Find Cf—seapf_-)

alan

| ity
Fails Church
Harahan
Beawmont
Spnng Valey
San Ceego

S|

YA
LA
TX
A
CA

22042
123
TG
grare
92123

o I
(703) 554-T7251
(504} EF4-1130
{300} 4010921
(619) ¥36-To2?2
{610) FH3-19&5

selected records. The other 196 records are invisible (unselected).

First Last Address
T Harrison 93 Morton Ter

Alan Lissner 2997 N Adams Rd
Alan Dewitt 1642 5. Loma Rd
Alan Frye 151 S Berry Street
Alan Haoflin 427 E Poplar Ln

5 visible/ 201 total | «|»

City
San Diega
Spring Valley
Harahan

Beaumont
Falls Church

State | Zip

CA 92123
CA D977
LA ANZ3
TX 77706
VA 22042

five selected records contain the name Alan

Priome

(619) 783-1965

(619) 736-7622
(504) 674-1130
(409) 401-0921
(703) 554-7251

T4k

IERRS

S R |

£
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Selecting from a Specific Field

So far we’ve been searching thru all fields in the database. In some cases, however, that doesn’t work out so
well. For example, suppose you want to locate all addresses in the state of California. Searching all fields for
ca brings up dozens of “false positive” matches like cambridge, carl, and american (if you scroll down you’ll
see that the California records we are looking for are included also).

; ey nm, e

| ALL of the follawing are true: $) W Live ?rewew _
( Any field contains 3) |ea +

|Frst|Lest | Adkdress | ey |Stat [Zp |Phons . |

Bruce Eerr 22629 € Sumerst Ave  Cambridge WA B2142  {B1F) EFs-53831 al

Carl Tyher 11482 E. Pennayhrania  Orieans MA 02653 (FO3) 525-B525 b |

Cathenne Wolff 2555 West University  West Paris ME 04283 {207) 7180544 @

Phyfis Wagner 23081 5.E Amencan Paterson Ml 07509 (201} 248-8513 I
Carl Mackay 35079 Morth Duncan 5t Sea Cff Wy 11579 (516} E29-14E8
Carniym Cooka 10 W, 34Th Cir Dower Plaing MY 12522 (914) 379-Fed7
Cathenne  Morton ‘957 East Baylston De Lancey NY 13752 (G607)455-3495
|- darbara Maldamhauar 155 Elm Ter Canandaigea NY 14425 (716) B4O-5619
Kristin MicLean 39096 5.W Cameron Thas WV 25304 (304) B23-2415
Eeanor Carlson 201 East Clark Trail Lithoma oA 30053 [402) Ted-gB2E

Aden Reas 24328 Morth Camden  Hiziesh FL 33015 (305) 792-9606 A |

-'.:.:.ﬂ'-r:nm Machoan 536 Morth Manning Or.  Ocala L 4482 (904) B33-2997 ¥ J

|

| 50 matches/200 total

To get rid of the false positives, use the pop-up menu to change Any field contains to State (the field we want
to search).

; oy nm, _e

| ALL of the following are true: $) W Live #‘rewew _
Any field contains | e + |
'Frst | Entire record L oy |Stat [Zp | Phone = }
suce  Formula is true Ave  Cambrdge MA 02142 (B17) B74-5831 al
Carl l haniz  Orieans MA 02653 (FO3) 525-B525 b |
Catreri  FITSE rsity  West Pacs ME 04289 (207) 718-0644 (1]
yms  Last kean  Paterson NI 07509 (201)248-6513 '
Carl | A_d drE55 Ll:al‘l St Saa Chff MY 11579 (516) E29-1468
{'.a-'u?'_'.n:! Ei_w [ Dower Plaing NY 12522 (914) 379-Ted7
{:athum De Lancey NY 13752 (607) 455-349%
Eai.r:l.len"li Zip l Canandangus MY 14425 (716} B40-5619
withl oo Won  Chas WV 25304 (304) B23.2415
Elesnor mil  Lithoma GA 30058 (404) 760-6826
Aten | Ressa | 24328 Nowh Camden risiesh L 33013 (305) 7929606 v
Catherina  Machoan 53E Morth Manning Or.  Ocala L 34482 [(904) BO3-30997 ¥ J
50 matches/200 total B =1
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Not type in ca. This time, only records from California are shown, with no false positives.

OO

e

ALL of the following
State
' First | Last
Raymond  Hendricksan
Cheryl Schall
| Lawrance Rodrguez
Dariens Simpson
Edward Fassan
Melissa Wheeler
Adan Lissnar
AAn Harrdon
| Sandra Cain
: E.-'=E-'1 Potter
Raymond  Fowlar
Cnecike

Jokn
25 matches/ 200 1o

At this point you can press the Select button to select the California records in the data sheet, you can press
the Find button to locate the first record in the California, or you can double click on any of these records to

jump directly to it.

Find/Select Records

,r@

are troe:
| Contains
| Adidress | City | Stat | Zip
30953 5.W Poplar Bhvd. Los Angalag CA 90035
S50 MW, Bakers P Baverdy Hils C D021
675 E Shasta Tral San Padro CA  DO733
37054 South Creense Industry A 917an
429 W Harvey Cir San Gabned CA D776
ATETT W Burnside Dr La Mesa CA 01942
8997 N Adams Rd Spring WValey CA 01877
83 sMorton Tar San Chego C 62123
975 EW 15t Parkway  San Csego CA D2154
15236 M. Porter Apt Righto CA 92377
25027 Morch Cooper Wildamar CA 82535
318 E Atlantc Cir Consna Del Mar CA B2625

tal ;
T ——IIII—I——

Selecting More of the Same

If you see something in your database and want to see more items that are similar, just right-click on the data
and choose Select Same from the pop-up menu. For example if | see a person named Sandra and want to see
if there are any more, | right click on the name and choose Select Same (if you don’t have a two button

| Phona

(21
{31
(21
{at
(81
(61
{61
(A1
(61

mouse, hold down the Control key while you click on the cell.)

T
* Cancel H'

Find | € Select ) |

W Live Preview

3) 724-2175
0} B2B-0E7F7
3) B34-2554
B} 247-5475
B} G90-1793
5} 4649007
g) 736-7622
8} FEI-1965
O}y 2a7.5327
{909) 248-8477
{909) 769-5153
[(F14) FFO-3874

First Last Address City
Erian  Potter 15236 N. Porter Apt  Rigito
Greenberg 8526 West Dayton Rd San Anselmo

83 Morton Ter san Diego
P San Diego
= " San Gabriel
elect Same (Exact) € San Leandro
: | San Pedro
Select D!Fferent BiSints Ross
Select Different (Exact) Sebastopol
Select Sounds Like r spring Valley
Stocktan
Wildo
Select Next L Er'amﬁ';[&
Select Previous Norwalk
Windham
. Washington
Select First \' iy
Select Last
Cell Stats...

atate Zip

CA  B2377
CA 94960
CA 92123
CA 92154
CA 91776
CA 94577
CA  B0v733
CA 95405
CA 95472
CA 91877
CA 95209
CA 525395
CO  BOD447
CT 063851
CT  0OB2B0O
DC 20010
CE 19702

Frione

(909) 248-8477

(415) 675-4256
(613) 7B3-1965
(619) 207-5327
(818) 990-1793
(415) 343-9476
(213) 834-2554
(707) 910-4598
(707) 406-2284
(619) 736-7622
(209) 210-8495
(909) 769-5152
(970) 823-0165
(203) 735-5038
(203) 500-8620
(202) 908-7836

(908) 951-1493
Jalr

—

o
'

v
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It turns out there are four Sandras in this database.

Last Address City

Cain 3575 S.W 15t Parkwa' San Diego
Pederson 227 W 4Th Lane Rexburg
Haines 9288 5. Holly Parkway Quincy
Herring 39908 5. Hope Rt Youngstown

| State Zip Phone A
CA 92154 (619) 297-3327 —
T 83460 (208) B37-4337
MA 02171 (B17) 334-6307
OH 44505 (216) 208-7361 u

You can repeat this process over and over, for example to select all records in Ohio.

State  Zip

Frione

Sandra  Cain 3975 5 W 15t Parkwa San Diego
Sandra  Pederson 227 W 4Th Lane Rexburg
sandra  Haines 5258 5. Holly Parkway Quincy
sandra  Herring 39908 5. Hope Rt Youngstown

Here is the selection.

CA
D
MA

- B2154 (619) 297-3327
83460 (208) 837-4337
02171 (617) 334-6307

-Select Same

Yaln

elect Same (Exact)
Select Different

Address City

9 visible/ 201 total 1Y

Ronald Bauer 758 E. 15t Loop Chardon

Steven  Connell 505 5 Hopkins Court  Cincinnati
Michelle Stern 10773 E. Pioneer Dr  Cincinnati
Joseph  French 24602 5.E. Marsh Blvc Cleveland

Ronald  Zawistowsky 32438 M.W. Russell & Columbia Stati
Lynn Life 39286 E. Eastwood Bl Galloway

Gerald Lyons 18795 S.W Park Ave Wright-Patterson
Sandra  Herring 39908 5. Hope Rt Youngstown
Mildred  Jacobs 169 W Francis Court  Youngstown

[\ta024 (216) B18-8241

Frhone

RS

\5206 (513) 613-1068
45207 (513) 407-5547
1138 (216) 352-5140
14028 (216) 557-6111
3119 (614) 676-4975
(513) 581-5357
505 (216) 20B-7361
(216) 719-9565

€

Yal» 2

If a database contains dates the pop-up menu allows you to select a range of similar dates — either a day, a

week, a month, a quarter or a years (see also).
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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

Panorama Sheets Tutorial

this option open the Find/Select dialog, choose the field to search, then choose the Sounds Like option.

1) choose field to search

3) type text to search for

| Mo matches 200 potal

2) choose sounds like option

)
k1
e
8
;

YL

W Live Preview

Contains i+
Does Not Contain
Begins With

Ends With

Is Equal to

Is Not Equal to

Is Less Than

Is Greater Than

Is Less Than or Equal To

Is Greater Than or Equal To

Is Not Empty .
Is Empty .

Contains the Word
Sounds Like

Matches (Wildcard)

Since the name Allen “sounds like” Alan, it now shows up in the search.

"e"

Find/Select Records

REY. 2%

ALL of the following are true: 5
First
| Pt |Last . Address
| Adan Haftin 427 £ Popéar La
@ Reese 24328 Morth Camden
: Alan Dttt 1542 5, Loma Rd
| Adan Frya 151 5 Barry Street
ALER Liggnar 0997 M Adams 2d
| Adan Harrsson B3 Morton Ter

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

“4/-v [ Cancel ) Find )€ Select )

W Live Preview
+ ) | Sounds Like = [alan )
| City |Sta=t | Zip | Phona |

fails Church VA 22042 (703) 55587291
Higieah fL 33015 (305) 792-9606
Harahan LA 7023 (504) 674-1130
desumont W FFV0a (4909 £071-0921
Spring Valley CA 01977 (619) 736-7622
San Chego CA 92123 ([613) 783-1965

think that the name Ellen sounds like Alan because the two names start with different letters.
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Making More Complex Selections

The Find/Select dialog can make more complex selections based on multiple criteria. For example, suppose
you want to select all people with zip codes from 50000 to 69999. This search can quickly be set up with the
pop-up menus.

1) choose field to search 2) choose type of search 2) enter text to search for

.

&

L\
\ W Live Preview

J (Zip +) (Is Between %) | 50000 and  E95F39 +)
| Fst [Last | Address | ity |Stat [Zip | Phons | 1
] Therasa Tracy T W Btenwart Way Largent Suff L 51054 (712) 547-5613

| Derrick Berg B275 E Morris St Carter Lake W 51510 (402) G37-B200 .
]I Lormaine Ponce BO7 'W. Cotati Circle Wenraatosa Wi 53213 (41.4) 3105008 mi
iﬁ.ng-ela Sherwood 31060 South Bergshire  Madison Wl 53702 (edEr292-8235 '
| Jasan Hale 21240 West Caleman  Madisan Wl 53716 (DOD)564-6283

i Dawid Tito 45 N.E, Wiliams Lane Canter City MW 55012 ([812) 4550835

| Evelyn Lohn 39261 5 Elrwood Mosy  Dheatonna MW 55060 (507) ?31-2_530-

d Frad Dl 40670 W. Cardinal Pwy Owatonna MN 55060 (507) 587-2532

] Henry Lewy 14447 E Irving 5t South Saint Paul  MN 55075 (512) 238.9944

I; Catherine Gmg;:lr'r 445 Ezst Fair Drive caint Paul MW 55714 [g12) FTI-1074 -
| Louise  GConzalez 22350 M. Stevenson  Saint Paul MN S5127 (812) 214-6322 al
[IP'h:,dI-: Tlerming 45167 5. Chestnut Pymoduth MK 55442 (512) 754.-4897

' 20 matches/200 total B ,,jr|

Now suppose that in addition to records in this zip code range, you would also like to select all records in
Connecticut. To do this, start by changing the pop-up menu from All of the following are true to Any of the
following are true.

¥
ARty Btk -

RY %% | (ot ) ( Cancel ) Find ) (selea)

ALL of the following are true: W Live Preview

ANY of the follo[ving are true: Rabiians = (o000 and 69599 =Y
ﬁ NONE of the following are true; — sat 20 | .|. — |
| Theresa  Tracy T W Stewsrt Way  Sarpent Swif A 51054 (712) 547-5613 i

Next, press the + button to add another row to the search criteria.

click here
| | ANY of the folowing are true: B W Live Preggw
(7 ) ( Is Between ) [s0000 | and [eases |
(s comans : 2GS
' First [Tt Address [Ty |5t [Zip | Phona | ‘:
| Therasa Teacy TP W Stewart Way Largoent Bluff Lo 51054 (712) 547-56813 &

to add another search criteria row
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Now fill in this new row to select Connecticut in addition to the original zip code range.

F 3 = -
R Y.a%d | C+-v ) ( Cancel )( Find ) (Cseleet)
Y L% 4
| ANY of the foliowing are true: 3) W Live Preview
(Zip +) [ Is Between +) | 56000 and  G9FIF (=
[ State +) | Contains (=)
First | Last Address | Coty
Micoha Weber 7340 5. Harvay 5t. Windham (203) 500-BE20 _
Garald Giéman 476 MW, Chinton Plowy  Norwalk 06851 (203) 735-5038 _ ¥
Theresa Tracy TF7 W Stewart Way Eargent Skl i 51054 (712) 547-5613 m
Dierrick Herg B275 E Merris 5t Cartor Lake i 51510 (402) £37-8200
Lorraine Ponce 837 W. Cotati Circle Wauwatosa Wi 53213 (414) 310-2096
Angela Shermood 31060 South Berkshire  Madison Wi 53?-52 (608} 292-B235
Jazon Male 21240 West Coleman  Madizon Wi 537%8 (DD0) S564-6283
Qe Tito 46 N.E. Wiiams Lane  Center City MN 55012 (612) 455-9835 _
Evelyn gahin 33261 5 Brrwood Py Owatonna MM 55060 (50F) ¥31-2800 =
Frad Dahl 070 W, Cardnal Pawy Dhwatohna MM 55060 (507) 587-2532 1 3
|
2& matches 200 total I . 4

The process can be repeated to add up to eight search criteria rows.

i 4 T
@ i ? . {'”L'_}l Canl:el}l" Find J
iy
| ANY of the foliowing are true: 3) W Live Preview
(Zip 3 ( Is Between +) | 56000 and  GIFII (=
( State %) | Contains 2] (=t (=)
( State ) ( Contains %) |de (=) ()
== _]:a;t e |m¥ |5-l:;t = |_ S
hhcoba Weber 7340 5. Harvey 5. Windham CT 0B2B0 (203) 500-Bo20
Gerald Gibman 476 NW. Clinton Phwy  Norwalk €T 0B85 (203) 735-5038 v
Pamela  Walsh 313 EasiBryam G, Newark DE 19702 (908) B51-1433 m
Jerama Frank 551 M. 42Nd Ct Hewark DE 18713 (302) 633-7508
Therasa  Tracy 777 W Stewart Way  Sargent Bluff W 51054 (712) 547-5613
Dwrrick Berg B275 E Morris 5t Carter Lake i, 21510  (402) 637-8209
Lorraine Ponce B37 W. Cotati Circle Wauwatosa Wi 53213 {414} 310-5005
; e ke
Angels  Sherwood 31060 South Barkshire Madisan Wl 53702 (60B) 202-823% A
Jasan Hala 21240 West Coleman  Madison Wl 53VIe (GO0} 5e4-5283 L
24 matches/200 total i

As was described before, at any point you can press the Select button to select the specified records, or press
Find to jJump to the first specified record, or double click on any record in the Find/Select dialog to jump to it.
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Selecting Data Based on a Formula

The Find/Select dialog pop-up menus can be used to set up a wide variety of specific search criteria. How-
ever, if you can’t find the search you want in the menus you can also use any boolean (true/false) formula.
This also allows you to use parentheses to control exactly how search comparisons are combined. To perform
a formula search, start by changing the pop-up menu from Any field contains to Formula is true.

M) Find/5elect Records ing L
. " = , " : |
@ ‘ﬁ @ ) I" i &= f Cancel ) i Find :" f‘w_}
(ALL of the following are true: 5 W Live Preview
Any field contains | 3 + |
| First Entire record | Caty |Stat [Zip | Phons | '
| Dawn Formula is true . JCJEESES MA 1011 (413) 2881624 4
Jacquel tin Dorchester Ma 2125 (617) B5B-3502 bl
Bruce | FITST \Ave  Cambridge MA 2142 (B17) 874580 m
 Sandral  Last fway  Quincy MA 2171 (817) 3346307

Now type in a true/false formula. The formula shown below selects everyone on the west coast (California,
Oregon or Washington) with a phone number in the database.

M\ Find/Select Records ing L
. =— T f = : . .
@ﬁ@(é “+f-v [ cancel | Find )€ Select )
_ALL of the following are true: 3 W Live Preview
I'-'ﬁr"a'l'ufla it true 2 (State="CA" or State="OR" or State="' A"} and Phone <3 ** +)
|Frst | Last | Address | city |Stat [Zip | Phons |
| Raymond  Hendrickson 30953 5.W Poplar Bivd. Los Angeles CA  B003% (213) F24-2175
Chigryl Schall A40 MW, Baker Pl Bawady Hils CA 00211 (310) B2Z8-0677 _
| Lewrence  Rodriguaz 675 £ Shasta Tral San Pedio CA  B0P33  (213) BI4-2554 m
| Dariene Simpson 37054 South Greans Induetry CA 91745 (818} 247-3475
Edward Hassan 429 W Harvey Cir San Gabriel CA 91776 (B18)990-1793
| Melissa Wheeler 47677 W Burngide Dr Lz Mesa CA 01942 ([519) 4549001
Adan Lissmar 9957 N Adams Rd Spring Valey CA 91377 {679 73e-To22
Alar Harrdon 93 Marton Ter San Chego CA 2123 [(B19) 7EI-T1S9ES
| Sandra Can 3075 5 W 15t Parkway  San Diego CA 02154 (B619)207-5327
| Brian Potter 15236 M. Porter Apt Riatto CA 82377 (909) 248-8477
: Raymond  Fowiler 25027 Marth Cooper Wildomar CA 52535 (909) ¥69-5153 i
| John Chick 318 E. Atlantic Cir Carona Del Mar CA 02825 (7i4) 7793814

45 matches 200 total

To learn more about selecting with a formula see “Search Options (Formula)” on page 159 and “True/False
Formulas” on page 315.
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Selecting All Records

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

Panorama File Edit View BUCIGLGEE Fields Setup Wizards Window
Add New Record #E

Delete Record

Delete Multiple >

> Find/Select... &F
Sort > Select All
Analyze 2

,  Find Previous
Find Next #0

Find & Replace...

Select Reverse
Select Summaries
Select Duplicates...

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

First Last Address City | Btate | Zip Prone

i
e T T T o — e e | e e e w
Donald  Leach 16376 EEvans Rt Fairbanks 3 50707 (907) 442-7203
Henry  Burger 25063 S.W Leith Ave Conway AR 72032 (501) 216-1936 ﬂ
Derrick  Bryan 226 W Mohawk Court Fayetteville AR 72703 (501) 937-3922
Michelle Hutchinson 939 5 Bonner Drive  Little Rock AR 72223 (501) 895-8962
Norman Brazelton £958 5. Portage Blvd Chandler AZ  B5244 (B602) 6BO-0751
Renée Lindsay 248 5.E. Utica Trail Flagstaff AZ BG600Z (B02) 991-3127
Herbert Matthews 14244 N Vatencia Rt Higley A7 B5236 (B602) 635-3865
Richard Comminges 838 E. Hill Ct Peoria AZ  B5381 (B02) 69B-0222
Betty Curry 120 5. Hall Street Pnoenix AZ  B5015 (B02) 741-0954
Phillip Wong 3765 S.E. 16Th Stree! Riviera AZ B6442 (B02) 699-9355
sharon  Blair 28071 5.W Cordova B Acton CA 93510 (805)901-320
Harry Kowalski 33153 N Waverly Blvd Arcata CA 85518 (¥07) 218-8647
Harry Gonzalez 937 E. Frederick Lm  Arcata CA 95519 (707) 897-5532
Evelyn  Lawler 579 5.W Sequoia Cir  Berkeley CA 94701 (415) 670-5367
Cheryl  Scholl 440 N.W. Baker Pl Beverly Hills CA 90211 (310) 828-9677 el
Leonard Phelps 746 East Tremont Tra California City CA 93505 (805) 9B5-4299 ¥
Kathleen Bills 7930E. Brown St Colusa CA 95932 (916) 582-2423  |¥
201 visible/201 total IS | R R
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Saving Your Favorite Searches

If you need to do the same or similar searches over and over, you can save any search so that you can re-use it
later. The first step is to set up the search — for example this search selects all states along the Pacific coast of

the United States.

{I— rj Cancel jf_ Find jw

IAH'I'ufthefu&mwgaretm =3 W Live Preview
(smte ©) (sEaaite D en e
{ State %) ( iz Equal to i) OR =) (43
{ State 2 (1s Equal to =) WA (o) ()
[ State 3) ( is Equal to 3) | K - (4]
{ State :) | Is Equal to 2 [Hi = (%)

Anthony  Dorfman 274 South 2151 Dr. Santa Rosa CA 95405 (FOT) 310-45388

Michebe  Schu'tz 25307 West Fairmount  Sebastopol CA 05472 (707) 406.2284 bd

Deborah Wokf 8503 £. Glenbrook Ave. Eureka C4 85503 (7OT) 44B8-3673

Harry Kowealsio 33153 M Waverty Bhd.  Arcata CA 85518 [(FOF) 218-8647 _

Harry Gonzales 937 L. Frederick Ln Accata CA 95513 (707) B97-5532 m‘

Kathleen  Bilfs 7930 E. Brown 5% Cohisa CA 95932 (916) 582-2423 |

Andrew Ackerman B399 £. Dear Cur Waahiu H 86797 (B08) 557-7523

Gerald Powell 152 N Westwood Ct  Clackamas oR 97015 (503) 91B-9407 Fa

To save this search, click on the yellow favorites icon and choose Add to favorites.

|_ANY of the ¢ ""

(Gom___ |

e _..i

| tate 1

(- brate

i State "

( 'Eﬁ:i___'

First . A
Anthony
Michobe

& @

‘Deep South
Mid America
Mid Atlantic
Midwest
Mountain West
New England
Southeast
Southwest

{f— r) Cancel j{ Find _“]M

Add to favorijtes...

quai to ) [ca E¥a

! ol .

fual to 3 [or (=)

=

F_a‘.lajm 3| WA - s

qual to ) [k =N

E— o

qual to £ |Hi = ()

| = --- o ————

i fuscll s o

CA 95405 (707)910-4588 &

) CA 05472  (707) 406.2284 b

Enter the name for your new favorite search.

Mame of favarita

[F‘af_'iﬁt West

( Cancel ) [ OK

N
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Now the new favorite is included in the menu, so you can re-use it at any time.

M ™ el Find/5elect Records in My Mailing List
&L o, ' T ¥ — % ! %
@ . W { ' “ #-» ) [ Cancel Find f"SE"EE::t A
ALL of the f::uilmui; Deep South W Live Preview
it de Amernlza =
- : Mid Atlantic E —
First | Last ; gt | Zip Phone
- Midwest f = o -
Diwn i : pter MA 1011 (413)288-1624
_ Mountain West - _ —
Jacgueline  Ackersman N E I d ichoster WA, 2125 [E17) B5B-5502 v
Bruce Kem E gan DTagige Wia 2742 (617 8ra-5831 m
Sandra Hanes Pﬂﬂlﬁl: West ¥ MA 217 (B17) 334-63067
Frank Davies Southeast e MA 2186 (617)B24-1250
Lorraine  Syrum Southwest s MA 2607  (508) 206-B454
Carl Tfer TTTAR2 E Pennsylvanis Drleans WA 2853 (703) 525-8525
Gerald Tarmer 259 £ Baker Pl Wellflees MA 2667 (5081 394-9409

For more information about favorite searches see “Managing Queries” on page 160.

Closing a Database

To close a database first click on it (to bring its 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. If you are following
along with this tutorial, close the My Mailing List database now.

If the database has been modified since the last time it was saved, you will be asked if you want to save the
changes. Press the Save button to save the changes. The database is now closed, and the memory it was using
is available for use with other databases.

Re-Opening a Recently Opened Database

You can always open any database by double clicking on it in the Finder (Mac) or Windows Explorer (Win-
dows).

OO0 [ Tutorials =

$ - double click to open

My Mailing List
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If the database was recently opened or saved by Panorama, you can also quickly open it by choosing Recent
Databases from the File menu. A list of recently accessed databases appears.

F.I‘ FannramamEdit Records Fields Setup Window Help
New Database...

Open Database... 30
Append Database...

Close W

. Foundation Members
Save #85 | -

media kopie 2

Search Recent...

Save All media kopie
Save As... Build History
Save A Copy As... Corporate Checkbook

To see all of your recently opened files, choose File>Open Recent>Search Recent. The most recently opend
files are shown at the top of the list.

B.0.0 Recent Databases
5 ) N :,
L | _._- '."'.-""ll ‘ \.
Cipan ‘-cwr'llltei:-:b-sw Favordes Helks Preforenoes
RECEMT DATABASES LOCATION (Folders listed in reverse order)

(1} HobbyShonSales Templites = Screencasts = Exampéies » Pancrama = Applcotions = Alasks i |
(2} My Sarmple Irvoscns shed Tutora Datahates = Tetorials = Examples = Panorsma = Anppbcatons = Akasks |7
I:E]'l-'.'_l‘I'F"'!i:l."Liil Farighed] Tut [hatal e ® Tulorias ® Exdrrolies & F Tia & & tions « Alask m
i(4) Books Hookstore = Business » Examples = Panorema = Applications = Alzska
[ 3} Mambarshio Hugingss » Expmiplas » P .
(&) Gradebook & Attendance Educational = Examples = Panorama = Apphcations = Alask
(7} Mationa! Parks Panoramma VW e Examples = Panorama = Applications = Afacka
() 106Th Congress Congress « Referance « Eximples = Panorama = Appaications » ALk

| can double click on any row to open it, or | can simply press the key (numeric 1). In fact, any of the nine
most recently accessed databases can be opened simply by pressing the corresponding digit (for example
pressing [4] will open the Tickler file).

The Recent Databases window can display hundreds of recently accessed files. If the file you are looking for
isn’t immediately visible you can type a few letters search for it. The example below shows all recently
accessed data relating to purchases.

BHO00 Recent Databases
— “
.-" '
Fchase E:i' @ . ..
[y (b - o B - ‘ \
Hake -
S New Database | OoTies Help Preferences
DATABASES LOCATION (Folders listed i reverse order)
(1) Credit Card Purchasas Accounting {Active) & DoSrations » jimrea & Lears & Alyeka
(2} Purchases Summary.pan eSales = eTopia Fies » eTopia 2010-04-19 » squeegee etopia * Tech Support * Web Do

To learn more about this wizard see “The Recent Databases Menu and Wizard” on page 348.
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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.

Panorama Sheets Tutorial

Data Sheet Headers & Footers

— Title Text

Top Left

Top Center

Top Right

Bottom Center

Thas

( Page# | ( mm/dd/yy |( Monthdd, Y¥¥YY | ( hh:mm:ss )

_ Title Size

L

ESame as Data Sheet, or: pt

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

__ Title Text

[i Cancel 31(: OK

)

type Printed on

Top Left

Top Center

Top Right

Bottom Center

[ 1]
B
us

|

-

/

@-ﬂate:h’lanth denth, s

“ rage# | ( mm/dd/yy 3(1Mnnth dd, YYYY ) [ hh:mm:ss )

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, ywyy»

Top Center

Top Right ) @{Pag aifs

Bottom Center

e
fnn

( Page# ) mmydd/yy |( Monthdd, YYYY ) hh:mm:ss )

N

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 331.

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: r Page Attributes H"‘i
Format for: |~ Any Printer B
Paper Size: r US Letter F‘H

B.50 inx 11.00 in

Crientation: '; I'

Scale: !1I}D | %

@ (_- Cancel } f—ﬁﬁ—)
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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 |':i
Presets: ' Standard 4
' Copies & Pages i :"]
Copies: |1 ' ™ Collated
Pages: @ Al
O From: |1 to: 1
{E) :Eﬁ E?fb ( Fax.. ) 'L Cancel j E Print }

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 Cip Phaone
Cwonald Leach 16376 E Evans Bt Fairbanks= Ak 99707 (907 442-T7203
Heniy Burger 20063 SN Leith dwve  Conway AR T20ZT2 (901) 216-1936
Cerrick Bryan 526 W Mohawk Court  Fawettewille AR T2TOZ (S01) 937-3922
Michelle Hutchinson 939 5 Bonner Drive Little Rock AR TZZZET (S01)399-8962
Morran Brazelton 2958 5. Portage Blvd  Chandler A2 895244 (602) &30-0751
Fenae Lind=ay 248 S E. Utica Trail Flagstaff AZ  BE00Z (60Z2) 991-3127
Herbert Matthews 14244 N Valencia Bt Higley A2 892T6 (602) £IZ5-3565
Rizhard Cornrninges 838 E. Hill Ct Feoria A2 89321 (602) £935-0222
Betty Curry 120 5. Hall Street Fhoenizx AZ 850135 (602) T41-0954
Fhillip Wwang ITES 5E. 16Th Street  Riviera A B644Z  (B0Z) 699-9355
Sharon Elair 228071 S Cordova Bl Acton CA 93510 (205) 201-9201
Harry Fowalski 33153 N Waverly Blvd  Arcata CA 93518 (707) 2132-2647
Harry Gonzalez 937 E. Frederick Ln Arcata CA& 93519 (707) 897-5532
Ewvelyn Lawler 579 5% Sequoia Cir Berkeley Ca 24701 (415) 6T70-5367
Cheryl Schall 440 N, Baker P Beverly Hillz Ca 90211 (3100 328-9677
Leonard Phelps 746 East Tremont Trai California City  CA 93505 (2035) 985-4299
| Kathleen Eills T9E0 E. Brown 5t Caluza Ch 95932 (216)532-2423

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 36). Only the vis-
ible records will be printed.
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Printing Mailing Labels

To print mailing labels, choose File>Print Labels.

Avery 5160 L g { Close ) ( PageSetup... ) Print Labels... )
v
[eEivate-eiscrs i+ Font/5Size: | Verdana =) L1101 5)
saddrezse g " Pt
#City#, #States «Zip® Pacding: (GElE- 4
Alignment: ( Left Center *)
Direction: |_Across )
201 labels {7 sheets) Avery 5160, 100" x 2.75" (30 labels per sheet)
Donald Leach Henry Burger Derrick Bryan
16376 E Evans Rt 25063 5.W Leith Ave 526 W Mohawk Court
Fairbanks, AK 99707 Conway, AR 72032 Fayetteville, AR 72703
Michelle Hutchinson Morman Brazelton Renée Lindsay
039 5 Bonner Drive 2958 5. Portage Blvd | 248 5.E. Utica Trail
Little Rock, AR 72223 Chandler, AZ 85244 Flagstaff, AZ 86002
Herbert Matthews Richard Comminges Betty Curry
14244 N Valencia Rt B3B8 E. Hill Ct 120 5. Hall Street
Higley, AZ B5236 Peoria, AZ 85381 Phoenix, AZ 85015
Phillip Wong Sharon Blair Harry Kowalski
3765 5.E. 16Th Street 28071 S.W Cordova Blvd 33153 N Waverly Blvd.
Riviera, AZ 86442 Acton, CA 93510 Arcata, CA 95518
Harry Gonzalez Evelyn Lawler Cheryl Scholl
037 E. Frederick Ln 579 5.W Sequoia Cir 440 N.W. Baker P
Arcata, CA 95519 Berkeley, CA 94701 Beverly Hills, CA 90211

; A
T m————

This dialog shows a preview of what your labels will look like. If everything is in order then go ahead and
press the Print Labels button to actually print the labels. When you are done, press the Close button to return
to the data sheet.

You can customize various options: the type of label, the contents of the label, and the style of the label (font,
padding, etc.). See also to learn more.
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Temporarily Hiding One or More Fields

Panorama Sheets Tutorial

If you need to temporarily hide a field, simply right click on the field name and choose Hide Field from the
pop-up context menu. (If you don’t have a two button mouse, hold down the Control key when you click on
the field name. Alternately, you can click on any cell in the field and then choose Hide Field from the Fields

menu.)

right click on field name

First Last Address City state | Zip

Deborzh  Wolf 8503 E. Glenbrook Awi Eureka CA 95503
Linda Bischoff 355 N. Harbor Cir. Fresno CA 93747
Carlene  Simpson 37054 South Greene ¢ Industry Ca 91746
Melissa Wheeler 47677 W Burnside Dr  La Mesa CA 915942
Raymond Hendrickson 30953 5.W Poplar Bive Los Angeles Ca& 90035
Bemard Gustafson 15417 E. Catalina Pkw Moffett Field CA 94035
Jason Stevens 4779 N Fairview St. Mapa CA 04558
Judith Simpson 544 5, Custer Lane Orange CaA  BZ26BE
Louise  Stauffer 40520 5.E. Cleveland | Pledmaont CA 94620
Brian Patter 15236 N. Porter Apt Rialto CA 92377
MNancy Greenberg 8526 West Dayton Rd San Anselmo Ca 24950
Alan Harrison 53 Morton Ter san Diego Ca 02123
sandra  Cain 3975 5.W 15t Parkwa San Diego CA 92154
Edward Hasson 429 W Harvey Cir san Gabriel Ca 91776
Margaret Naylor 7825 M Somerset Stre San Leandro Ca&  B4577
Lawmanss Prdgig as FZ50 Eshorradeal oo EamBaderc., CA 99233
Kathleen Bills 7930 E. Brown 5t Colusa CA 895832

201 visible/201 rotal ‘Il alml . .

(707)

(209)
(818)
(619)
(213)
(#15)

Prione

(714)
(510)
(309}
(415}
(619)
(619)
(818)
(415)
(213)
(316)

Field Fr:nperties...
Autoset Field Width

Sort Up
Sort Up Within
Sort Down

Manipulate Data in Field...
Vertical Data Tabulation...

Add Field...
Insert Field...
Duplicate Field
Split Field...
Merge Fields...
Swap Fields

Delete Field...

Hide Field

Show All Fields
Hide /Show Fields. ..
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The field, in this case Phone, disappears. You can hide as many fields as you want as long as at least one is

visible.

Deborah  Waolf
Linda Bischoff
Carlene  Simpson
Melissa Wheeler
Raymond Hendrickson
Bemard Gustafson
Jason Stevens
Judith Simpson
Louise  Stauffer
Brian Potter
Mancy Greenberg

Alan Harrison
Sandra Cain
Edward Hasson
Margaret MNavlor

Lawrence Rodriguez
Anthony Dorfman

To make all hidden fields visible again, choose Show All Fields from the Fields menu. Or you can choose
Hide/Show Fields from the Fields menu. This opens a dialog that allows you to choose which fields to show

and which to hide.

201 visible/201 total

T ™

1 2ip
| @ Phone

Address City state | Zip
8503 E. Glenbrook Awi Eureka CA 95503
855 N. Harbor Cir. Fresno CA 93747
37054 South Greene ¢ Industry CA 91746
47677 W Burnside Dr L= Mesa CA 91942
30953 5.W Poplar Biwt Los Angeles CA 30035
15417 E. Catalina Pkw Moffett Field CA 94035
4779 M Fairview 5t.  Napa Ca

244 5, Custer Lane Orange CA  S9Z26BB
40520 5.E. Clevetand | Piedmont CA 594620
15236 N. Porter Apt  Riafto CA 92377
8526 West Dayton Rd San Anselmo CA 94980
53 Morton Ter san Diego CA 32123
3975 5. W 15t Parkwa San Diego CA 92154
429 W Harvey Cir San Gabriel CA 9776
7825 N Somerset Stre San Leandro CA 94577
&7 5 E Shasta Trail aan Pedro CA 80733
274 South 215t Dr.  Santa Rosa CA 95405

- )
2 i | 7]
s =

~ Cancel m

When you press Apply, only the checked fields will be shown.

IES

Wolf
Bischoff
Simpson
Wheeler
Hendrickson
Gustafson
Stevens
Simpson

CemaibFrme

Prone

 (707) 448-3673

(200) 452-1355
(818) 247-5475
(619) 464-3001
(213) 724-2175
(415) 773-6256
(707) 278-1530
(714) 406-5575

fCTAY COC @CMAN

IES
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This technique is especially useful when you want to print only certain fields. Simply pick the fields you
want and then choose the Print command. If there is a certain set of fields you use over and over again you
can set up a favorite for them. Start by opening the Hide/Show Fields dialog and pick the fields you want to
show. Then click on the yellow star and choose Add to Favorites.

. (M Hide/Show Fields.

;;_f: fCanceI \' tﬁpplg’
| Show All Fields
| Hide All Fields

Add to favorites...
L

S

: é Fhone

Type in a name for your new favorite.

Input.

. Mame of Tawarnta

| Phane |"|IJITI:I:IEIL|

( Cancel ) ([ OK )

Now you can quickly call up this field configuration at any time simply by clicking on the yellow star.

. (M Hide/Show Fields.

;;_f: fCanceI \' tﬁpplg’
| Show All Fields
Hide All Fields

i
H
. Addresses
|

| Phone Numbers

I
| Add to favorites...




Tidying Up

Your mailing list database is complete, so now is the time to save your work permanently. Choose Quit from
the Panorama menu (OS X) or File menu (Windows). If you have made any changes to your database 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™?

-

_ I

(':Dnn't Save}

lf Cancel :l @—Hﬁ—;

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.

Extra Credit — Importing, Cleaning up and Adding a List of Names to the Mailing List

Suppose a colleague has sent you a spreadsheet with names you need to add to your mailing list. The names
are formatted differently from your list, but I'll show you how Panorama can take care of that. (The spread-
sheet below is in Apple’s Numbers program, but the techniques I’'m about to show you also works with
Microsoft Excel.)

I MNew Members.numbers

0 s,

hes ‘Function Formulalist Chars Tex P ﬁ@w.mmmm
v |__l = A S —— c .
— ‘ | Fhlarne Fhone Addrass il
ES 2 \VILLALPANDO, LENORE BE-207-BE23 4227 BYBD LAME, GRANTS, MM 87020 T
31 SALIMAS, DEBORAH BT0-458-4033 4950 BARRINGTON COURT, PINE BLUFF, AR T1802
_ 4 {SOWDERS, HEATHER 233-395-E968 284 SUNBLURST DRIVE, SANIBEL, FL 33857
Styles 5 | MORRIS, GEORGE E51-314-0104 2450 BRYAN AVENUE. MINMEAROLIS, MN 55402
m & | TITSWORTH, EDUARDO  918-329-0833 932 HOANOR AVENLUE, TULSA, OK 74120
BB T I STREET, CHARLES Bd-451-5207 4708 MELODY LANE, RICHMOND, VA 23227
i 8 | DOMIND, KATIE 201-901-2531 106 LAKEWOOD DRIVE, LYNDHURST, NJ 07071
I c 8 | WILSOM, DORA 701-281-4558 2773 CATHERINE DRIVE, WEST FARGO, ND 53078
B c 16| DELCAMBRE, RICHARD Bo0-430-0414 132 MORGAN STREET, PENSACOLA, FL 32501
11 LEON, GARY 208-802-0500 B2 MAPLE AVENUE, COEUR D ALENE, ID 23814
E . 12| FULLERTON, THEODORE  662-459-13%9 3837 MCWHORTER ROAD, GREENWOOD, MS 38903 |
L4 13 | WALTHER, MADALENE 404-914-7828 413 MUSGHAVE STHEET, ATLANTA, GA 30339
(L8 14 | BRANDON, VIOLA S40-966-1131 370 BROOKLYN STREET, TROUTYILLE, VA 24175
s 15 | AODRIGUEZ, MELINDA 256-063-7177 4548 NEW CREEK ROAD, HUNTSVILLE, AL 358068 |
— o |

| 1B
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Since the data is in the wrong format | can’t import it directly into my mailing list. Instead, I’'ll import it into a
new database, fix up the data, and then add it to the mailing list. I’ll start by opening the New Database Wiz-
ard, selecting all of the data in the spreadsheet, and then dragging it onto the wizard. (If you want to follow
along you can find the New Members spreadsheet by opening the New Database Wizard, then choosing
Show Sample Text Files from the Special menu.

Sirw Cladabans Wicird

3 l |—l—| i ‘ . & . :_I..
", ; -cj i * )
2 Y
[P _:.":":'... _,":':':I -} i ""'" i e 'I. 1 : e — i, Ll -
|_|: B VRLALPARDD, LERCAE e ] LT ARG LARE . GRARNTS, R RFOGD
._'!“"'- ) E-'H- Fﬂ‘w L TS B | A s, GEmcEa BUO-NEAEE ) BRI DN COUT, FIHE R, AN T80
i ol et o mm e mm | | SEWDERS FEATHIR  R-NS-0CH 6 SUMBLIST DIVE, SANEIEL FLXRST
e ] -'— == o = == | e i |moARs cEonoE RELALEERI o) RFTYAN AVENUE, MPMNEAROLES MK S0
'5 ﬂ- L, oty PR PR b R B | | UTSWOATH EDUARDD  atAJieia [ HORNOR AVERGE TIARA, O Pl
x el LIS Ly "y -l ] P STRELT CeARLES [ R i 708 WL O LANE. SRCHARCRC WA RIGETT
ok - HS3 BSAPRHOILR GOLRTY, PRHE LT AR, T80 £ § | CcBAn, WATH WS 08 LAEWDOD DRNE, LYNISIET, AT
e ' BER [P AR E o, . B = | B|venoe ooRa OIS DTN CATHERME [FOVE, WERT FARGE, WD) S0TR
AT :'.:--ﬂ- - &5 g i FURFT AR AT REF Wi Ay =T A8y s | ey naeE R o AL 1 1 A SPREET. PE : A :
PITEHORTH, EQUARCD. IRASIR0RE | 33 HORPOR SYERE, TLASA, CM 108 EEc | som cany PSSR0 RS MAPLE ANEMUE, COEUR [ ALENE, K 0814
R, ] TR, | BN CETENEE PPN VAR ! | [W{PaiERTON NECDORE maskiie X7 WOWHOATER ROk, GREEMATOD, WS 1950
ket o bt LI 2 L, B WALTHER, MADALENE  aoaidrics o) WAUSORYE STREET, ATLANTS, G, 350
] - e i e o LB BRaon, Wi SERGEEIIE 0 BROORL VR ETREET, TROLUTLLE, Wk BT
Y - [ - . LA ! T 0 | lresduED WELMDS i T nhad WEW CREEK FOALL MUMTEVILE. AL i
AR 2 (i ALEWE o A e C -
is ERTOE TE T (T R i
B THEH, iy Fes B L. T FLENT T . i PR TR 3
SHANTCM wROAA LN A0 DL v STREET, TROUTWRLLE W 7% _"I i
SRR T ] e Pl T d5an ey CREES S0l T ALLE a) e Ear =
1
ama YN "
Pk P Dot . Fleat Do e A = | Ll T I:Z'.A T TRlal s

Note: If you’re using a Windows PC system dragging to the New Database Wizard is not enabled. Instead,
you’ll need to select all of the data in the spreadsheet, copy it into the clipboard, then go to the New Database
Wizard and press the Import From Clipboard button.

Once the data has been dragged (or copied) to the new database wizard, the wizard will parse the data into
three fields. Since in this example the first row of the data contained the field names, | am ready to go. Other-
wise | would need to edit the field names now.

BO00 New Database Wizard

w ¥ (3] ¥ ‘(_jf o X

i [ E By Claar [
Favorites '—||:|-ur1. Fl-!r: ?E:;ua:: All FT:{I:IJ. -QEE;E'L Help Preferances
|
FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE il
Narns o, (Tt 3 L L) =
Phare o (Text 5 @& 8
ekdress e, (Jext 3 o & B
To actually create the new database | press the Make New Database button.
| Make Mew Database | Resdy fobuld now dotabase with 3 Spigs then impor! from dropped data o
T —
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Here’s the data.

Name Phone Address L.

VILLALPANDD, LENORE 505-287-6653 3227 BYRD LAME, GRANTS, NM B7020 i

SALIMAS, DERORAH B70-458-4033 4950 BARRINGTON COURT, PINE BLUFF, AR 71602 @

SOWDERS, HEATHER 239-395-6969 284 SUNBURST DRIVE, SAMIBEL, FL 33957

MORRIS, GEORGE B51-314-9104 2490 BRYAMN AVEMUE, MINMEAPOLIS, MN 55402

TITSWORTH, EDUARDD G18-329-0833 032 HORNOR AVEMUE, TULSA, DK 74120

STREET, CHARLES BO4-451-5207 3708 MELODY LANME, RICHMOND, VA& 23227

DOMING, KATIE 201-901-2591 106 LAKEWOOD DRIVE, LYNDHURST, NJ 07071

WILSOMN, DORA JFO01-281-4556 2773 CATHERIME DRINVE, WEST FARGD, NO» 58078

DELCAMBRE, RICHARD BS0-430-0414 132 MORGAN STREET, PENSACOLA, FL 32501

LEON, GARY 208-902-0500 B2 MAPLE AVEMUE, COEUR D ALENE, [ID B3814

FULLERTON, THEODORE 6B62-459-1399 3937 MCWHORTER ROAD, GREEMNWOOD, M5 385903

WALTHER, MADALENE 404-914-7929 413 MUSGRAVE STREET, ATLANTA, GA 30339

BRANDOMN, VIOLA 540-966-1131 2370 BROOKLYMN STREET, TROUTWILLE, WA 24175 -

RODRIGUEZ, MELINDA 256-963-F177 4548 MEW CREEEK ROAD, HUNTSWILLE, AL 35806 &

v

14 visible/ 14 total [{ | » R RE S

Now that the data has been transferred to Panorama I can get to work on fixing the data so that it matches my
mailing list. The first step is to fix the capitalization — I hate all caps! To do that | choose Manipulate Data in
Field from the Field menu.

o

®$ @, ..:.:7 é | Modify Empty Cells Only ¥ Live Preview ‘: Cancel \f__ : _.’

| Start with Field 4 | Name ¥
| VILLALPANDO, LENORE VILLALPANDO, LENORE
| SALINAS, DEBORAH SALINAS, DEBORAH

click + to get started

As shown above, click the + button to add a manipulation row to the dialog. Then click on the pop-up menu
to change the selected manipulation to Modify Capitalization.

@ @ '@’ -:-ﬂ 6 | Modify Empty Cells Only W Live Preview ‘: Cancel "~. f’”m_"

o

| Start with Field $) ( Name

>

it (_Aod Prefix/Suffo. £ [prefi =i

VILLAL PANDO, LENCSE

SALINAS, DEBORAH ¥l
o e B P ~

click for pop-up menu, change to Modify Capitalization
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Now | change All Caps to Word Caps. The instant preview shows that the names now look the way | want
them to.

! . . =5 i ! Fojac ' _|_:-: = I. ::- i ' -
@ @ -‘? 6 ] Modify Empty Cells Only W Live Preview ":_ Cancel \ E—-—W

S

| Start with Field ) (_Name : +) |

$ Moty Capitaization D@ E =@ |
| WVILLAL PANDD, LENORE Villalpando, Lenore &
| SALINAS, DESORAH Ea¥naz, Debarah ¥
| SOWDERS, HEATHER Sowders, Heather m
| MORRIS, GEORCE Maeris, Gearge ’
| TITSWORTH, EDUARDD Trtsworth, Eduardo
| STREET, CHARLES Serept, Chardes
| DOMIND, KATIE Doming, Katie

WILSOM, DOA Wik, Dars

| CELCAMERE, RICHARD Dedcambre, Richard
| LEON, GARY Leon. Gary
| FULLERTON, THEODORE Fullerton, Theodore
| WALTHER, MADALENE ‘Walther, Madaiene = I
.. BRLANDON, WViDLA Brandan, Viola :

14 selected of 14 total records

| press the Apply button to actually change the database, then | repeat the same steps for the Address field.

Mame Fhone f

Villalpanda, Lenore 505-287-p053 3227 Byrd Lane, Grants, Mm 87020 A

Salinas, Debarah B70-458-4033 4950 Barrington Court, Pine Bluff, &r 71602 @

Sowders, Heather 239-395-p969 284 Sunburst Drive, Sanlbel, Fl1 33957

Morrls, Gearge B51-314-9104 2490 Brvan &venus, Minneapolis, Mn 55402

Titsworth, Eduardo G18-329-0833 032 Hornor Avenue, Tulsa, Ok 74120

Street, Charfes BD4-451-5207 3708 Melody Lane, Richmond, Va 23227

Daoming, Katle 201-901-2591 106 Lakewood Drive, Lyndhurst, NMi 07071

Wilson, Dora FO01-281-4556 2773 Catherine Drive, West Fargo, Nd SB07E

Delcambre, Richard B50-430-0414 132 Morgan Street, Pensacala, Fl 32501

Lean, Gary 208-902-0500 &2 Maple Avenue, Coeur D Alene, Id B3B14

Fullerton, Theadors bo2-459-1359 3937 Mcowhorter Road, Greenwood, Ms 38503

Walther, Madalens 404-914-7929 413 Musgrave Street, Atlanta, Ga 30339

Brandon, Viola 540-966-1131 2370 Brooklyn Street, Troutville, Va 24175 -

Rodriquez, Melinda 255-963-T177 4548 New Creelk Boad, Hunatsville, &l 35806 i

v

14 visible/ 14 total [ | w f A
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Now | need to split the names into separate first and last names, and the addresses into separate street
address, city, state and zip fields. | start by clicking anywhere in the Name field, then choosing Split Field

from the Fields menu. Using the dialog, choose the options to split the first and last names.

1) Specify how field will be split

4) Split the field

Sgiit text | after first 2) | comma Strip surrounding W Blanks | Punctuation | Keep Original Field f cancel :'- W .;
‘,E.m Last | First - -
| Viaipands a |
| Salnas ":
| Sowars 2) Type in new field names Heather m
| warrs Gearge i
' Eduardo

- Tw'“\/

3) Check preview

Actually splitting the field just takes a fraction of a second.

Last | Phone Address 5
Villalpando 505-287-6693 3227 Byrd Lane, Grants, Nm 87020 b4
Salinas Deborah  B70-458-4033 4950 Barrington Court, Pine Bluff, Ar 71602 a
Sowders Heather 239-355-0969 284 Sunburst Drive, Sanibel, Fl 33957 i
Morris Gearge B51-314-9104 2490 Bryan Avenue, Minneapolis, Mn 55402

Titsworth Eduardo G18-329-0833 932 Hormor Avenue, Tulsa, Ok 74120

Strest Charies BO4-451-5207 3708 Melody Lane, Richmond, va 23227

Domifng Katie Z201-901-2591 106 Lakewood Drive, Lyndhurst, N 07071

The first and last names are reversed so | click on the column header...

| Phone

Address

505-287-66593
BE70-458-4033
Heather  239-395-6969

3227 Byrd Lane, Grants, Nm 87020
4950 Barrington Court, Pine Bluff, Ar ¥1602

284 Sunburst Drive, Sanibel, Fl 33957

Last | Phiong Address -_f
Villalpando S505-287-66593 3227 Byrd Lane, Grants, Nm 87020 b4
Deborah  Salinas BT70-458-4033 4950 Barrington Court, Pine Bluff, Ar #1602 a
Heather Sowders 239-395-p969 284 Sunburst Drive, Sanibel, Fl 33957 i
George Morris B51-314-5104 2490 Bryan Avenue, Minneapolis, Mn 55402
Eduardo Titsworth G18-329-0833 932 Hornor Avenue, Tulsa, Ok Y4120
Charies Street BO4-451-5207 3708 Melody Lane, Richmond, Va 23227
Katie Comino 201-901-2591 106 Lakewood Drive, Lyndhurst, N{ 07071
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Splitting the address is similar to splitting the name. Again I start by clicking anywhere in the Address field
and choosing Split Field from the Fields menu. It will take three passes to split this into four fields, I'll start

with the zip code field, as shown here.

1) Specify how field will be split

4) Split the field

g e s" = Split Address Field i
Split text | before last 3) i space 3 Strip surrounding W Blanks | Punctuation | Keep Originai Field ': Cancel x f Split jl
_E LE_ E !-_*ddrnﬂ . ; E G Zip l

L= i’

3227 Byrd Lano, Grants,
4550 Barringron Court, Pine Blulf,

284 Sunburst Drive, Sanibel, 71 2) Type in new field names
2490 Bryan Avenua, Mnneapalis, Ma

e wm\mﬂﬁ/v

3) Check preview

E'-"EIEEI
flold
33057
55402
T4l 20

Once again, actually splitting the field only takes a fraction of a second.

Zip

3227 Byrd Lane, Grants, Nm

4950 Barrington Court, Pine Bluff, ar
284 Sunburst Drive, Sanibel, Fl
2490 Bryan Avenus, Minneapalls, Mn
032 Hornor Avenus, Tulsa, Ok

3708 Melody Lane, Richmaond, Va

First Last Phone Address
Lenare Villalpando  505-287-6653
Deborah  Salinas B70-458-4033
Heather Sowders 239-395-p969
Geaorge Morris BH1-314-9104
Eduardo Titsworth G18-329-0833
Charies Streat EO4-451-5207
Katie Daming 201-901-2551

106 Lakeyml:_rd D_rlye, Lgrjd hu_fsl:. N‘;_ :

71602
33957
55402
74120
23227
07071

= R0

Splitting off the state is pretty much the same as splitting off the zip except that the split is at the last comma

instead of the last space. (The states need to be all caps, but I’'ll fix that in a moment.)

FoTels!

Spit text (_before fast

ERERR e

o e

3227 E:;r::l-_a:‘w. Crants
4950 Barringran Court, Pine Sull
284 Sunbrst Drive, Sanibe
2690 Bryan dvenua, Minneapals
932 Harnor Avanue, Tulss

- T ¥ b s
| Strip surrounding W Blanks | Punctuation | Kieep Oviginal Field Cancel | f- Split -}

; EE L Slate

bm
Ar
F
Wn
O
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Finally I split off the city, also at the last comma.

Spiit text | before st 3)_comma &) Strip surrounding W Blanks | Punctuation (| Keep Original Field “: Cancel :" {-Si:rht—j "
A LT e A reHt ooy

3227 Byrd Lang Grants
!‘ 4350 Barringion Court e udl

284 Sunburst Drive Sanibel
| 2490 Bryan Avenus Winneapolis

#32 Hormor Avaniaa Tuisa

Here’s the finished result, with all the fields split. (To learn more about splitting fields, see “Splitting a Field”
on page 222. You can also merge fields, see “Merging Adjacent Fields” on page 228.)

First Last Phone Address City  State | Zip |4
Lenore Villalpando  505-287-6653 g Grants M BFOZ0 b4
Deborah  Salinas B70-458-4033 4950 Barrington Court Pine Bluff Ar Fla0z2 a
Heather Sowders 239-395-6969 284 Sunburst Drive Sanibel Fl 33957 i
George Morris B51-314-9104 24390 Bryan Avenue Minneapolis M 55402

Eduardo Titsworth 918-329-0833 932 Hornor Avenus Tulsa Ok 4120

Charies Street BO4-451-5207 3708 Melody Lane Richmaond Va 23227

Eatie Domino Z01-901-25591 106 Lakewood Drive Lyndhurst M [EFii Al

Before | transfer the data to my mailing list | need to convert the State field to all caps. To do that I click any-
where in the field, choose Manipulate Data in Field, then set up the dialog to modify the capitalization:

'@ @ i 6 | Modify Empty Cells Only ¥ Live Preview | f,_'_am;el W’

| Start with Field +) | State

& |

AlLows

law
|
*

f——
=
g
<
g: q
g
Ll

First Last Phone Address City | State | Zip [+
Lenare villalpando 505-287-6693 3227 Byrd Lane Grants m B7020 M
Deborah  Salinas E70-498-4033 4950 Barrington Court Pine Bluff Fla02 m
Heather Sowders 239-395-0969 284 Sunburst Drive Sanibel FL 33957 i
George Morrls B51-314-9104 2490 Bryan Avenue Minneapolls i 55402

Eduardo Titsworth G18-329-D833 932 Hornor Avenue Tulsa OK 74120

Charies Street BO4-451-5207 3708 Melody Lane Richmeond WA, 23227

Katie Coming J01- 91}1—2591 106 l_ﬂkevmnd Dr!vﬂ Lyndhurst M 07071
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To actually transfer the data I first need to save it, so | choose Save from the File menu and give the new file a
name. I’ll call it New Members.

Save As: | New Members H

[ 4> ] [EE il DIl] ' ] Database Tutorials H (Q search =3

&

I Name ~ Date Modified

¥ DEVICES az b
¢ My Mailing List Today, 12:46 AM

= Jim Rea's MBPr..

E iDisk

=l Alaska

PR

¥ SHARED
brn_3Sbaab
= pvserver

¥ PLACES
|| Favorite Folders

EDEvelupment -
s
ﬁMar i b —F
g S e ———— Yal»

R

[ New Folder ) [ Cancel ) w
ﬁ

I’m done with this new database, so | can close it and get back to my original My Mailing List database.

First Last Address City | State  Zip Phone A
e e | e e e e i |1 e L e e w
Donald  gEakEdy] 16376 E Evans Rt Fairbanks AK 99707 (907) 442-7203
Henry Burger 25063 S.W Leith Ave Conway AR 72032 (501) 216-1936 a
Demrick  Bryan 326 W Mohawk Court  Fayetteville AR 72703 (501)937-3922
Michelle Hutchinson 939 S Bonner Drive Little Rock AR 72223 (501) 899-8962
Norman  Brazelton 2958 5. Portage Blvd Chandler AL B5244 (602) 6B0-0751
Renée Lindsay 248 S.E. Utica Trail Flagstaff AL 86002 (B602) 991-5127
Herbert Matthews 14244 N Valencia Rt Higley AL 85236 (602) 635-3865
Richard Comminges 838 E. Hill Ct Peoria AL 85381 (602) 698-0222
Betty Curry 120 5. Hall Street Phoenix AL 85015 (602) 741-0954
Phillip Wong 3765 S5.E. 16Th Streel Riviera AL 6442 (602) 699-9353
Sharon  Blair 28071 S.W Cordova B Acton CA 93510 (805) 901-%201
Harry Kowalski 33153 N Waverly Bhvd ﬁ*’tta CA 85518 (7O7) 218-B647
Harry Gonzalez 837 E. Frederick Ln Arcata CA 95519 (707) 897-5532
Evelyn  Lawler 379 S.W Seguoia Cir  Berkeley CA 94701 (415) 670-5367
Cheryl acholl 440 NN, Baker PI Beverly Hills CA 90211 (310) 828-9677 e
Leonard Phelos 746 East Tremont Tra California City CA 93505 (805)985-4299 |4
| Kathieen Eils 7930E. Brown St Colusa_ CA 95932 (916) 5822423 v
201 visible/201 total Jal» TR
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With the My Mailing List database active, | choose Append Database from the File menu, then choose the
New Members file.

- & |

¥ DEVICES s

I Jim Rea's MBPr.. Today, 1:18 AM
£ ibisk » My Mailing List Today, 12:46 AM

) Alaska

¥ SHARED
| brn_39baab
= pvserver

¥ PLACES
|| Favorite Folders

el Development
|| Marketing I
|| Operations

H Media

-ﬂL Applications

Al

CL‘ancelj Gﬁmwa y
L

I am now asked how | want to match the fields in the two databases. The default (Match Fields by Name) is
fine so | simply press the Append button.

SMatch Fields by Name
__ Match Fields by Position
|_|Delete original contents of current database

( Cancel jm
'—'
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The data has been transferred from the spreadsheet to the mailing list database, without any retyping and
without any programming or formulas.

Last Address City | state | Zi Phone

IERES

Villalpando 3227 Byrd Lane Grants MM B7020 505-287-6693
Salinas 4950 Barrington Courl Pine Bluff AR 71e02 B70-498-4033
Sowders 284 Sunburst Drive  Sanibel FL 33857 235-395-69B9
Marris 2490 Bryan Avenue  Minneapolis MM 35402 B51-314-9104
Titsworth 932 Hornor Avenue  Tulsa oK 74120 918-329-0833
Street 3708 Melody Lane Richmond Va 23227 B04-451-5207
Dorming 106 Lakewood Drive  Lyndhurst M 07071 201-901-2591
Wilson 2773 Catherine Drive West Fargo KD 58078 Y01-281-4556
Delcambre 132 Morgan Street Pensacola FL 32501 B50-430-0414
Leon B2 Maple Avenue Coeur D Alene [ 83814 Z208-302-0500
Fullerton 3937 Mcwhorter Road Greenwood MS 38803 B62-459-1399
Walther 413 Musgrave Street  Atlanta A 30339 404-914-7829

Brandon 2370 Brooklyn Street  Troutville VA 24175 540-966-1131 u
Rodriguez 4548 New Creek Road Huntsville AL 35806 256-963-7177
S
A
w
215 visible/215 total 153 y4 >
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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. In the Lesson 1 mailing list file all of the fields were text fields, but this checkbook database will
include text, dates and two different types of numbers. I’'ll start by clicking on the small yellow star and
choosing Date from the pop-up menu.

A0 New Database Wizard
_ == E
- xﬂ? El o -
PN, / N Y
; Chooze [rmport from Restore Cipen " .y
Favarites Impast File Clipboard Dhalatod Toopnt Help Preferances
FIELD NAME TYPE DIGITS  CAPS CLAIRVOYANCE™ DEFAULT VALUE
+ Taxd ot | Text . off 3 :|
Text Location
. Humeric
Birthday
[ruas

Haimne Explres
click here to choose from a list of the most common field names

Choosing from this menu automatically sets up all of the attributes for the field (of course you can also set up
these attributes separately.

FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE

+ Crate wf | Date : today

name, type and other attributes fill in automatically

The next field will contain check numbers. Set it up using the steps shown below.

1) Press + to add another field

l FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE
) = _Dat-: ol Date H today
+) (=) Check o Text o 4 =

Date

2) Type in field name 3) Switch to numeric
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The next three fields are text fields, so I just press the + button to add the field and type in the field names.
(Panorama displays a warning because the Pay To field name contains a space. Field names with spaces or
punctuation require special handling when used in a formula. Since I’m not planning to use Pay To in a for-
mula, I’'ll ignore this error.)

FIELD NAME TYPE  DIGITS  CAPS CLARVOYANCE™  DEFAULT VALUE
) (=] Date of | Date :. today
i) (=) Check w | Mumeric 5 ) (O *
4| (=] |Pay To w ((Text & off & 3 i
+) (=] | Category - TEJ:I - ot B »
+1 (=) Memo e (Jer_3 off 3 0

Warning appears because of blank in Pay To field name

I’ll click the Ignore Warnings checkbox to suppress the warning.

| Make New Database | Aoady o buld now dadabaso with 5 foids Ii_l ignore Warnngs

Like the Check field, the Debit field is numeric. The Debit Field, however, has two digits after the decimal
point (or you might want to use the Float or Money options, see “Numeric Data” on page 195).

1) Press + to add another field

:

" + — Fern ‘_.rl. TE'H = D-IFIF = g | |

+) (=) |Debit ot ( Numeric 3

0 --\E:
1

;m'\@ 2 digits after the decimal point
4

Float
3) Switch to numeric . Money

- 2) Type in field name
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After adding the Credit and Balance fields the setup is complete.

() (=) |Date - i
(#) (=) |Check e (Numeric 3) (0 ] ¥
B (=) [Pay To W (Text  3) GO &3 3 J.ih-.
[+ (=) Category o (Teox & (OM. 2 =) i |
(#) (=) [Memo w (dem__8) (Off &) @] £
Gy O o ¢ (Mumeric3) (2 3 3
() (=) {Credit o (Numeric3) (2 &) i
) (=) Balance o, (Mumeric 3) (2 3 %
Press Make New Database to actually create the new checkbook database.
gy fo build now database with 8 Faigs # ignore Warnings

Panorama creates a new, empty database with the specified fields. It then asks if you would like to fill the
database with sample data (it doesn’t usually do this, but has been specially programmed with sample data
for some of the tutorial databases).

@ ™ 0 Untitled
Date i e ~ — % Credit| Balance| 4

=

Would you like to pre-fill this database with
sample data?
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Press Yes to load the database with sample data that will be used in this tutorial.

Panorama Sheets Tutorial

®N0 Uniitied

01/0L 98
01/0L/98
ol/oL/a98
01/0L/98
01/0L/98
ol/0L/98
o1/0L/98
01/0L/98
OlsoLro8
01/0L/98

Pay To

ATET

UFS
1ar

Surf Networks
United Security

Edizon General

108 City Services
109 Pacr_lru: Propertios

515 wisinle/515 total b

OPENING BALANCE
Sparkletts
Blue Cross
Valley Gas

Cateqory

DEPOSIT

Dffice Supolles
Insurance
Utilithes
Telecom
Telecam
Utilities
Shipping
Lrilities
Utilitles

Rent

Memo Debit
14.20

Health Insurance group 975.00
Heaking 49,90
Long Distance Phone Se 236.24
msL 50.00
Alarm 30,00
144,02

January Electric 11555
Water 54,39
January Rent 1.580.00

Credit
12.735.00

Balance | *

12,735.00
12,724.80
11.749.80
11.6599.90
11,463.66
11,413.66
11.383.66
11.239.65
11,1/4.10
11.069.71

9,489, 71

T4k

e

You may want to adjust the widths of some of the columns (see “Changing the Width of a Field” on

page 128).
CHGNG) Untitled
Crate Checl Pay To =~ Category Merno <& Debit ¥ Credit ¥ Balance
01/01/498  OPEMING EALANCE DEPOSIT [ ] 12,739.00 12,739.00
01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80
01401498 101 Elue Cross Insurance Health Insurance group HE Q75,00 11,749.80

M e dee

4 55 LI S )

[ S

TILIIIL . o

Il adic -

AS ST

44 Sod 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, I’'ll call it My Checkbook.
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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

Suppose I'd like to look at all office supply expenditures. Since one office supply check is already visible, all |
have to do is right click on the cell and choose Select Same. (If you only have a one button mouse then hold
down the Control key and click on the cell.)

Date Check | Pay To Category Debit Credit Balance | *
01/01/98 'OPENING BALANC DEPQS 12,739.00 12,739.00 g
D1/01/98 100 Sparkletts . — 12,724.80 m'
01/01/98 101 Blue Cross [-Select Same 11,749.80
D1/01/98 102 Valley Gas i 11,699.90
01/01/88 103 ATAT Select Same (Exact) 11,463.66
01/01/98 104 Surf Networks eca  Select Different 11,413.66
0D1/01/98 105 United Security ' . 11,383.66
01/01/38 106 UPS :ﬂ Select Different (Exact) 11,239.65
01/01/98 107 Edison General  Utilite  Select Sounds Like 11,124.10
01/01/98 108 Clty Services Utili 11,069.71
01/01/98 109 Pacific Properties Rent 9.489.71
01/01/98 110 Valley Bell 'rele?_ﬂ Select Next 8,352.76
01/01/98 111 General Casualty Insurg i 2,165.26
01/01/98 112 Hamilton Davis Insurg Select Previous 9,073.26
01/02/98 DEPOSIT DEPO : 5,985.82 15,059.08
01/05/98 113 Offlce Max Offi Select First 1488862 ~
DL/05/98 114 Poly Payroll Servic Pay Calict et 13.071.30 |~}
01/05/98 115 Oregon Mational E Purchi 12,884.93 v
515 visible/515 total IR d Jalw
Cell Stats... £

Panorama will select the 73 checks for office supplies in the database. All of the other checks will become tem-
porarily invisible.

Date Check | Pay To Cateqory Memo Debit Credlt Balance 2
D1/01/98 100 Sparkletts | Office Supnlies) 14.20 12,774.80 |a
D1/05/98 113 Offlce Max Office Supplies 17047 14, 888.62 m
01/05/98 116 Kinkao's Office Supplies 50.03 12,834.90
01/19/98 131 Staples Office Supplies 126.83 11,121,681
01/19/98 133 Costco Office Supplies 207.23 10,742.59
01/26/98 135 Kinkao's Office Supplies 45,24 15,152.15
D2/02/98 150 Sparkletts Office Supplies 13.98 15,438.93
02/09/98 153 Fry's Electronics  Office Supplies 152,48 15,619.94
D2/09/98 156 Offlce Max Office Supplies 129.61 14,249.99
02/09/98 160 Costco Office Supplies 20E.60 11,314.52
D2/16/98 161 Fry's Electronics  Office Supplies 166.74 16,391.84
D2/16/98 169 Kinka's Office Supplies 52.23 9,753.32
D2/23/98 172 Kinkao's Office Supplies 133.51 12.664.95
D2/23/98 175 Staples Office Supplies 41.30 12,533.02
D3/02/98 179 Staples Office Supplies B2 76 17,022.83
03702798 186 Kinkao's Office Supplies 155.58 13.560.61 ™~
D3/02/98 189 Sparkletts Office Supplies 1282 11,627.75 -
03/09/98 201 Fry's Electronics  Offlce Supplies 180.67 12, 776.41 v
73 visible/515 total ||| a4 ) LR RR P
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To see only the records in October, right click on any cell in that month and choose Select Same Month.

D2/02

Select Before

Select Same Week
.Select Same Month
Select Same Quarter
Select Same Year

| Date Checlk Pav To
01/01/98 100 Sparkletts
01/05/98 113 Office Max
oi/1g  select Same Day
01/18  Salect After
01/26

Select Next Week
Select Next Month
Select Next Quarter
Select Next Year

Cateqory

Office Supplies
Office Supplies
Supplies
polies
upplies
polies
upplies
polies
upplies
polies
upplies
polies
upplies
polies
upplies
polies
upolies
polies

Nowv all 43 records in October are shown.

Debit

170.47
50.03
126.83
207.23
45.24
13.98
1532.48
129.61
208.60
166.74
52.23
133.51
41.30
82.76
155.58
12.82
180.67

14.20

Credit|

Balance

12,724.80
14,888.62
12,834.90
11,121.61
10,742.59
15,152.15
15,438.93
15,619.94
14,249.99
11,314.52
16,391.84

S.753.32
12,664.95
12,533.02
17,022.83
13,560.61
11,627.75
12,776.41

Yalr

(= IR

-
b i
v

01/0L/98
01/01/98
01/0L/98
01/01/98
01/0L/98
01/01/98
01/0L/98
01/01/98
01/0L/98
01/01/98
01/0L/98
01/01/98
01/0L/98
01/02/98
01/05/98
01/05/98
01/05/98

Check! Pay To

Cateqory

OPEMNING BALANC DEPOSIT
100 Sparkletts
101 Blue Cross
102 valley Gas

103 ATET

104 Surf Metworks
105 United Security

106 UPS

107 Edison General
108 Clty Services

109 Pacific Propertles

110 Valley Bell

111 General Casualty

112 Hamilton Davis
DEPOSIT
113 Offloe Max

Offlce Supplles

Insurance
Utllitles
Telecom
Telecom
Utilities
Shipping
Utilities
Utllities
Rent
Telecom
Insurance
Insurance
DEPOSIT

Health Insurano
Heating

Long Distance P
DsL

Alarm

January Electric
Water

January Rent
Local Phone Ser
Property Insurar
Worker's Comp |

Offlce Supplles

114 Poly Payroll Servic Payroll
115 Oregon Mational E Purchases

43 visible/515 total

ol

Involce 35661

Debit

14.20
975.00
49.90
236,24
50.00
30.00
144.02
115.55
54.39
1,580.00
136.95
187.50
52.00

17047
1,817.32
186.36

Credit

12,739.00

5,985.82

Balance

12,739.00
12,724.80
11,749.80
11,699.90
11,463.66
11,413.66
11,383.66
11,239.65
11,124.10
11,069.71

9,489.71

9,352.76

9,165.26

9,073.26
15,059.08
14,888.62
13,071.30
12,884.93

Yol 2

e

o
s
v
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To see only checks for Office Supplies in October, open the Find/Select dialog (from the Records>Search
menu), then set up the options as shown below.

( Date

[ ALL of the foliowing are true:

| Category

| Dato
| 10500 /98
| 10405/98
10412498
1047 2/98
| 10412498
| 10/19/98
1 101998
| 10/26/98
|
',-

| Chee|
453
485
46E
460
472
473
476
485

| 2 matchess51

Pay To
Sparkletis
Einko's

Fry's Electronics
Ofhco Max
Einko's

Castea

Office Max

Staples

5 total

| Categary

Hfce Supplas
(Hfice Supples
Difuce Supplies
Dffuce Supplios
m Supples
e Supples
Offuoe Supplies

F . N
(_Cancel )(_Find ) ( Select) |

E Live Preview
4) (s Same Month as %) |oct1,98 =) ()
L _':ﬂfﬁiiﬂi '=_- office mﬁ:ﬂps} = .!.. .
| Mo Debit|  Crodit| Balance|
12.19 17.730.7
135.45 iI7173.3
133.26 20.504.0
22.02 20,482.0
85.03 176208
169,71 21.157.4
EBAT 18,131.7
1E2.37 16.702.3

Ufhce Supples

o e

Press the Sel ect button (or the Enter key) to actually select the 8 checks for office supply expenses in Octo-

ber 1998.

10/05/98
10/12/98
10/12/98
10/12/98
10/19/98
10/19/98
10/26/98

Check Pay To Cateqory Memo Dehit Credit| Balance
453 Sparkletts Office Supplies 12.20 17,730.80
465 Kinka's Office Supplies 135.46 17,173.39
468 Fry's Electronics  Office Supolies 133,27 20,504.09
469 Offlce Max Office Supplies 22.03 20, 482.06
472 Kinka's Office Supplies B9.03 17,620.87
473 Costco Office Supplies 169.71 21,157.41
476 Office Max Office Supplies B&.18 19,131.77
485 Staples Office Supplies 162.37 18,702.39

8 visible/5 15 total

Talr

When you want to see all of the checks again, choose Select All from the Records>Search menu. You can also
undo the sixteen most recent selections with the Undo command in the Edit menu.
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Calculating the Grand Total

Panorama Sheets Tutorial

To calculate the grand total of all the checks in the database simply right click anywhere in the Debit field and
choose Column Stats.

Date
D1s01/98
D1/01/98
D1s01/98
D1/01/98
D1s01/98
D1/01/98
D1s01/98
D1/01/98
D1s01/98
D1/01/98
| D1/01/98
| D1/01/98
| 01/01/98

Check

100
101
102
103
104
105
106
107
108
109
110
111

Pay To

OPENING BALANC
Sparkletts

Blue Cross
Valley Gas

ATET

Surf Metworks
United Security
Ups

Edizon General
Clty Services
Pacific Properties
Valley Bell
General Casualty

Cateqory Memo

DEPOSIT

Office Supplies

Insurance Health Insurano
Litllities Heating
Telecam Long Distance P
Telecom DsL

Litilities Alarm

Shipping

itilities January Electric
Litllities Water

Rent January Rent
Telecom Local Phone Ser
Insurance Property Insurar

Debit Credit Balance |*

12,739.00 12,739.00 a
14.20 12.724.80 m

4 Select Same Value
23 Select Larger
‘3‘ Select Smaller
! Select Within 10%

Column Stats...
B e

A small pop-up window displays the total, along with other information about the values in this field.

tal: 225,675.51

: 46
"age 4‘3314?51
on: 579, 762

If only a subset of records is selected then the statistics will reflect that subset. For example, if only records
from July are selected then the total will include only checks from July.

Analyzing and Calculating Subtotals

Panorama has a special tool for analyzing and summarizing database information, the Analyze Data dialog.
To open this dialog, choose Summarize & Analyze from the Records>Analyze menu.

Panorama File Edit View Fields Setup Wizards Window D ¢ == §

Add New Record HE

Delete Record
Delete Multiple

Sort

[
Search [ 2
|
[ 3

Summrarize & Analyze... ®Y

Summary Outline Level... 3L
Remove ALL Summaries 28K

Group Up
Group Down
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This dialog allows you to use pop-up menus to specify how you want the database to be summarized and
calculations to be performed.

— | 3¢ ( Summarize by (Group Up) + ) | Daze (by Month) s} 13 groups -+
Summary . — . —
& Analysis —p| ¥ | Bummanze by (Group Ug) 5 L ategory. P 12 growps =) )
Qptions -
£ ( Tocal 3 ) | Debit ) Subtotal: 1,743.34 =l
% ( Towal %) (_Credit %) Subtotal: 0.00 =+
35 ( Duthine Level : | | Date (by Month) s =i}
Groups Aug 2009 insurance
Preview ~ ™ Sop 2009 Legal
Oct 2009 Offce Suppies
Moy 2009 Payral
Dec 2005 PurcRgass
o [GedjPmTe [ oA O] o]
— M Jul .E,.E.l‘.!lill'!l L] E‘Llp!u I'.'Iﬂ'n El.nphc: 18276 .E.Bi.l i?l.ﬂ'!
Jul . B0 TBE  Kenba's (P Supphas 355.58 28.319.85
Jul 2, 2009 189 Spariderts Oifice Supplies 1282 28.124.27
J:.!I ‘!I: a2 207 Fry's E'El:'u'l:lﬂ.l.\ﬂ I'.'Hh:t Suppfics : SE-I:_I.E? i-.‘.'-".S-*'I_].Eﬂ-
H:w Data — Jul 16, 2009 204 Fry's ERctroniis (el Sl 130.75 EV.2E022
Jul 15, 2005 208 Sraples Odfuce Suppiies 15263 Fras0Aar
Jul 30, 2009 213 ﬂfl_h:: Max Dﬂ"r.'.: Supphes 114.9?_ E&.ﬂ-]i_.ﬂﬂ
Jull 30, 2003 16 Suspes O Supplies 133.16 7 D67 .06
i B matchess515 tacal i

The top section of the dialog, Summary & Analysis Options, is where the Group/Calculate/Outline analysis is
set up. When you first open the dialog this section contains three rows that are preset for summary (group),
total (calculate) and outline level:

@ﬁ - o S—

4t ( Summarize by (Group Up) &) 1 8 (=)
;E? i T_Ell._a]- :‘._-_: '._. E.‘I Lol o) |

20 Outline Level $) s (=)
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Start by choosing the field you want to summarize by. For date columns you will also have a choice of peri-
ods (day, month, year, etc.)

@ e Analyze Data
@ 'f;'f'*._:-. 5:}":7‘ ..--f' | Hide non-analyzed fields “ Cancel ( Apply ‘
summarize by (Group Lip) : Date [by DE.",:'} L f G
Total : Date (by Week) Es =)
_ : g% Date (by Month) -
b\ Outine L “  Date (by Quaiter) " =/
Summarize by... J Date (by Year) |
PayTo
Category
Memo

.' I.

Once you've selected the summarization field the dialog will show you how many different groups of data
are associated with that field, and also list all of the groups in the Group Preview area below.

aF ﬂ Ana.lyzeﬂ‘ﬂt&
@ @4 f-:'?’ . [ Hide non-analyzed fieids " Cancel ( Apply )

Summarize by (Group Up) : | | Date (by Month) =t

Tatal £ -

Outine Love +) (_Date (b Mont)

[ Date (by Manth) )

dan 1998
Feb 1958
kar 1 S945E
Ape 1998
May 1998
Jun 1508
Jul 1958

Aug 1998
Sop 1993
Oct 1558
Mov 1908
Dec: 1598
Data [ Chec | Pay To | Category Memo |  Debit| Credit| Balance

-

Next, use the pop-up menu in the second row to choose a column you want to perform calculations on. (In
addition to totals, you can also calculate counts, averages, minimums and maximums.) Once you've chosen a
column the dialog will show you the grand total for this column.

Total ; D-Fb.L w | Grand Total 225,675.51 =%

The final row allows you to control what level of the outline is initially displayed. It defaults to the primary
summary field, so you can usually just leave it as-is. However you have a choice of any field you have sum-
marized by or you can elect to include the raw data in the display.
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To actually create the outline press the Apply button. Panorama will organize the database into an outline
with summary records for the groups you have specified.

summaries for each month

Date

Check Pay To Cateqory Credlt

Balz *
— W

01/30/98 .
02/27/98 19,773.29
03/30/98 21,908.19 m
04/27/98 17,708.77
05/29/98 20,072.21
06/29/98 18,958.28
07/31/98 15,803.58
08/31/98 21,410.34
09/28/98 16,210.08
10/30/98 17,991.62
11/30/98 20,584.69
12/28/98 18,053.95
/1:5.57?.4?
grand total

a4 |l

P

13 visibie/528 total ||| PR A Yol

The original data records are temporarily hidden. You’ll see how to bring them back later.

Multi-Level Summaries

The previous example create one summary level. Panorama can create up to seven nested summary levels,
for example Categories within Months, or Cities within States within Months within Years. To add an addi-
tional summary level, re-open the Summarize & Analyze dialog, then press the + button on the first row to
add a second summary level.

click + to add another summary level

oo \ A
@ . W4 f ~ tide non-analyzed fields  Cancel ) ¢ hppﬂr\?
3 Summarize by {Growp Up) H Date (by Month) kM +
Summarize by (Group Up] ) £ =@
> | Total - Debit » | Grand Total: Z25,675.51] st L& B

_ﬂutline Lewel £ | Eat-g i_b;.r Munth]_ 3| - e
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Now use the pop-up menu to select the field to be summarized. The summary preview will show the groups
that will appear at this summary level.

\& |__ Hide non-analyzed fields

i . Summanze by (Group Up) : | | Date (hy Month) ) 12 groups

i { Summarzze by (Group Up) J A ; i ) 12 groups

T@ ;‘mai ) LI / :; Grand Totak 225,675.51
@ | Outhine Level '

L

The outline level pop-up menu now gives you the choice of either summary level or raw data. All levels at
and above the selected level will be display.

( Cancel ]m |

ﬁkmmmmmmr{&mpw:l + ) (_Date (by Month) 1) 12 groups
ﬁ LSmum:ehH&‘mpUnI 3 ) [ Category 3] 12 groups

F-CAL TR A

& (Towl +) (_Debit %) Grand Total 225,675.51
| § (Qutine Lowe | Date {I.w Month) | &
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Pressing the Apply button organizes the database into a multi-level outline.

sub summaries by category (within month)

[[E—
05/29/98

summaries by month

Cateqory Mermo

. Fixed Assets

Insurance
Office Supplie
Pavroll
Purchases
Rent
Shipping
Telecom
utilities

Advertising
DEPOSIT
Insurance
Office Supplie
Payroll
Purchases
Rent
Shipping
Telecom
utilities

1B,958.28

Debit

2,828.50
1,254.50
321.54
7.172.42
2,380.31
1,580.00
1,486.10
417.80
234.61

20,072.21

2,653.66
0.00
1,254.50
481.47
B,966.83
2,567.58
1,580.00
835.82
402.95
215.48

Credit Balz 4
R

.

Scrolling down to the bottom of the database shows the grand total for the entire database.

11/30/98

12/28/98

144 visible/659 total

Shipping
Telecorm
Utilities

Advertising
DEPOSIT
Fixed Assets
Insurance
Office Supplie
Pavroll
Purchases
Rent
Shipping
Telecom
Utilities

938.68
468.80
184.14

20,584.69

2,528.52
0.00
1,063.90
1,254.50
349.14
7.021.21
2,501.53
1,580.00
1,084.98
449.00
221.17

| 225.677.47]

grand total

Using the same technique you can add up to seven nested summary levels. See “Data Analysis” on page 167
to learn more about analyzing data with summaries.
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Expanding and Collapsing the Summary Outline

A unique feature of Panorama is that summaries aren’t just static on a report, they can be dynamically
expanded or collapse to show more or less detail. You can “zoom out” to look for major trends, then “zoom
in” to examine specific details. We call this collapsing (zoom out) and expanding (zoom in). To expand a par-
ticular summary, ricght click anywhere in the summary and choose Expand One Level of Detail from the

pop-up menu (if you don’t have a two button mouse then hold down the Control key while you click).

right click and choose Expand One Level of Detall

Expand One Level of Detail
xpand ALL Underlying Detail

Collapse Underlying Detail
Collapse this to GRAND TOTAL

TR T e

QOutline Level: RAW DATA
Outline Level: Category
Outline Level: Date (by month)
QOutline Level: GRAND TOTAL

13v  Remove All Summaries

\ Select Same Day

Select After

Panorama makes the next level of detail visible.

Check Pay To Cateqory Mermo

Debit

17,202.48

19,773.29
21,908.19
17,708.77
20,072.21
18,958.28
15,803.58
21,410.34
16,210.08
17,991.62
20,584.69
18,053.95
215,677.47

Das27/98 17.708B.77
Ds/29/98 M,—BH—'H—\
/ Advertising 2.653.66
DEPOSIT D.00
Insurance 1,254.50
Dffice Supplie 481.47
Payroll B, 966.83
Purchases 2,567.58
Rent 1,580.00
Shipping B3s.82
Telecom 402.95
\ utilities 215.48
18,958.28
D7 S/31/98 15,803.

s FSaa i

o - PN Sm

Balz *
k4
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If the database has more than one summary level you can repeat the process all the way down to the raw

data.

06/28/98
07/31/98
08/31/98
05/28/98
10/30/98
11/30/98

01/30/98
02/27/98
0D3/30/98
04/27/98
05/29/98

06/29/98
07/31/98
DB/31/98
05/28/98
10/30/98
11/30/98

23 visible/ 659 total

23 wisible/659 total

I{ 4| »f

I E RE 2

Insurance 1,254.50
Offilce Supplie 481.47
B.966.83

“xpand One Level of Detail
Cxpand ALL Underlying Detail

Collapse Underlying Detail

Collapse this to Date (by month)

Outline Level: RAW DATA
Outline Level: Category

Cateqory Debit Credit’ Balz *
T - b
17,202.48 -
19,.773.29
21,908.19
17, 708.77
20,072.21
Advertising 2,653.66
DEPOSIT D.00
Insurance 1,254.50
Office Supplie 481.47
Payroll B,966.83 m

“xpand One Level of Detail
Expand ALL Underlying Detail

Collapse Underlying Detail
Collapse this to Date (by month)

Outline Level: RAW DATA
QOutline Level: Category
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To collapse a summary, right click on it and choose Collapse Underlying Detail.

right click and choose Collapse Underlying Detail

01/ 30/98 17,202.95
02/27/98 19.773.29
D3/30/98 21,908.19
04727798 17.708.77
D5/29/98 20,072.21
Advertising 2,653.686
DEPOSIT 0.00
Insurance 1,254.50
Dffice Supplie 481.47
Payroll B,966.83 m
oefoLl/98 300 Tech Media Purchases Involce 66746 457.71 13,55C
0ef15/98 319 Tech Medla Purchases Involce 45305 321.21 12,291
pes22/98 320 Clark Supply Purchases Involce 17933 225,95 15,69z
pes22/98 321 Coast General Purchases Involce SB00G 281.87 15,411
Def22/98 324 Tech Media Purchases Involce 97873 5EB.43 14,385
Des22/98 328 Telon Productions Purchases Involce 27380 322.19 11,921
Def29/98 332 Clark Supply Purchases Involce BODARE A70.21 14.48:
Expand One Level of Detail -
. \ &
Expand ALL Underlying Detail -
k
30 wisible /659 to1al :

Collapse Underlying Detail
Collapse this to Date (by month)

Outline Level: RAW DATA

Outline Level: Category
Outline Level: Date (by month)
Outline Level: GRAND TOTAL

Another way to collapse is to right-click on a detail record, then choose Collapse this to. This is especially
handy if the summary record you want to collapse isn’t currently visible in the window.

0D4/27/98
05/29/98

06/01/98
D6/15/98
DE/22/98
DE/22/98
DE/22/98
DE/22/98
D6/29/98

17, 708.77
20,072.21
Advertising 2,653.66
DEPOSIT 0.00
Insurance 1,254.50
Office Supplie 481.47 mi
Pavroll B,.966.B3
300 Tech Media Purchases Invoice 66746 457.71 13,550
319 Purchases Invoice 45309 321.21 12,291
320 IsF 225.95 15,69
321 281.87 15,411
324 ; | 58B.43 14,383
328 Telon | : . | 322.19 11,921
332 Clark| Dutl!ne Level: RAW DATA [ a70.21 14,48:
| Outline Level: Category Esﬂ.sa
. ! 580.00 ol
| Outline Level: Date (by month) Eaas B3 sl
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The example above shows doing this with a data record, but this trick works on any record except for the
final grand total. The menu adjusts to show exactly what is about to be collapsed, as shown below.

Sep 29, 2009 20,072.20
Advertising 2,653.66
Deposit 0.00
Insurance 1,254.50
Dffice Supplies 581.47
Payroll 8,966.83 m
Purchasas 3.067.57
Rent 1,580.00
- : Ty
Expand One Level of Detail 35
! : , i
O%t:29;:2009 Expand ALL Underlying Detail 8
Nov 30, 2009 57
Dec 31, 2009 Collapse Underlying Detail 35
Jan 28, 2010 f

Feh 28, 2010 Collapse this to Date (by month)

Mar 30, 2010 ' 7O
Apr 28,2010 QOutline Level: RAW DATA 16 v

At the start of this section we showed how to expand one level at a time. You can also click on a summary and
ask Panorama to expand it all the way to the raw data, all in one step. To do this right click on the summary
and choose Expand ALL Underlying Detalil.

right click and choose Expand ALL Underlying Detalil

Unti
f Date Check| Pay To Cateqory Mermo Debit Credit Balz * |

i
01/30/98 17,202.48 b4
15,773.29
21,908.19
17,708.77
20,072.21
18,958.28
15,803.58
21,410.34
16,210.08
10 98 17,991.62

, ; 584.69
12728 Expand One Level of Detail | ﬂnss.ns

Expand ALL Underlying Detail 225,677.47

Collapse Underlying Detail -l
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This makes all subsummaries and raw detail associated with this summary record visible. In the example
below, we now can see all of the data and sub-summaries for November 1998.

- Ye! Unti
| Date Check| Pay To Categqory Mermo Deblt Credit Balz * Il
1 1 ¥
11/02/98 495 Paclific Properties  Rent Movember Rent 1,580.00 16,65¢ :-f
Rent 1,580.00
11/02/98 495 UpPs Shipping /7,78 18, 23¢
11/09/98 505 FedEx Shipping Involce 13059 132.53 16,360
11718798 509 Post Office Shipping 234.25 20,980
11/16/98 511 Champlon Truckinde Shipping Involce 2B105 172.23 19,03¢
11/16/98 512 FedEx Shipping Invoice 7864 172.63 18,863
11/30/98 522 FedEx Shipping Involce B1738 139.25 20,020
Shipping 938.68
11/02/98 486 Surf Metworks Telecom DSsL 50.00 21, 8AR"
11/02/98 488 ATET Telecam Long Distance P 308.99 21,50€
11702798 489 Valley Bell Telecom Local Phone Ser 109,81 21,35¢
Telecom 468.80
11702798 4B7 Clty Services Litllities VWater 49 85 21,81¢%
| 11/02/98 491 Valley Gas Litilities Heating 21.81 71,187
| 11/02/98 494 United Security Litllities Alarm 30.00 18,325 !
11/02/98 499 Edison General Litilities Movermber Elect H2.47 16,47 |
utilities 184.14
20,584.69 vl
12/28/98 18,053.95 e d
225,677.47 v
68 visible/659 total |« » sy

Expanding and Collapsing the Overall Summary Outline

In the previous section you learned how to collapse and expand individual summary records. Sometimes,
however, you’ll want to expand or collapse the entire database as a whole. The fastest way to do this is with
the Data Sheet Context menu. Simply right click anywhere in the data sheet and choose the outline level you
want to see.

right click anywhere in data sheet

O \ My Checkbook,
te Chac ! Pay Ta Category Memao Dehit Credit Balance -
/30/98 17,202.31 ¥
/27/98 : 19,773.15
/30/98 ' Expand One Level of Detail | 21,307.98
/27/98 : : | 17,708.62
onrme Expand ALL Underlying Detail 20,072.04 m
/29/98 : : 18,958.16
/31/98 Collapse Underlying Detail 15,803.42
e Collapse this to GRAND TOTAL e
/30/98 . 17,391.45
/30/98 Outline Level; RAW DATA 0,584.49
/28/98 : L3 8,053.80
Outline Level:® Category 5 675.51

Outline Level: Date (by month)
Qutline Level: GRAND TOTAL

Remove All Summaries

then choose the level you want to see
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If you choose RAW DATA then everything will be visible — the original data, and all summary records.

%

Date Check Pay To Cateqory Memo Debit Credit Balz *
pi/05/98  [FEM Cool Creek Studilo Advertising 1,114.85 10,375
Advertising 1,114.85 m
o1s01/98 OPENING BALANC DEPOSIT 12,739.00 12,73¢
D1/02/98 DEPOSIT DEPOSIT 5,985.82 15,05¢
01s09/98 DEPOSIT DEPOSIT 3,772.42 13,520
01/16/98 DEPOSIT DEPOSIT 3.,110.56 13,85¢
01/23/98 DEPOSIT DEPOSIT 4,953.39 15,6%9¢
01/30/98 DEPOSIT DEPOSIT 4.664.34 18,022
DEPOSIT D.00
01/01/98 101 Blue Cross Insurance Health Insurano 975.00 11,74¢
0170198 111 General Casualty Insurance Property Insurar 1872.50 9,168
0170198 112 Hamillton Davis Insurance Worker's Comp | G2.00 q,.07:
Insurance 1,254.50
D1/01/98 100 Sparkletts Offlce Supplies 14.20 12,72¢
01/05/98 113 Office Max Offlce Supplies 170.47 14 88E
01/05/98 116 Kinkao's Offlce Supplies 50.03 12,83¢
D1ls19/98 131 Staples DOfflce Supplies 126.83 11,121
D1s19/98 133 Costco Office Supplies 207.23 10,742
D1/2a/98 135 Kinka's Office Supplies 45, 34 15,15
Office Supplie 614,01 5 [
D1/05/98 114 Poly Payroll Servic Payroll 1,817.32 13,071 rF
559 visible/559 total | RS | R RE S

If you choose GRAND TOTAL then only one record will be visible — the grand total summary record. The
choices in between will display varying levels of summary detail.

Getting Rid of Summary Records

When you’re finished with summary records, you can simply choose Records->Analyze->Remove All Sum-
maries to get rid of them. All of the summary records will disappear, and you can get back to working with
your original data. This command is also available in the right-click context menu.

Date Check Pay To Cateqory Memo Debit Credlit Balz *
D1/05/98 121 fe 4] Advertising 1,114.85 10,37= 4
D1/01/98 DEPOSIT 12,739.00 12, 73¢c
D1/02/98 DEPOSIT DEPOSIT 5,985 82 15,05¢
D1/09/98 DEPOSIT DEPOSIT 377242 13,520
D1/1a/98 DEPOSIT DEPOSIT 3,110.56 13 85F
01723798 DEPOSIT DEPOSIT 4,953.39 15,6%9%
01s30/98 DEPOSIT DEPOSIT 4.664.34 18.02:
0170198 101 Blue Cross Insurance Health Insurano 975.00 11,74¢
0170198 111 General Casualty Insurance Property Insurar 187.50 9,165
0170198 112 Hamilton Davis Insurance Worker's Comp | G2.00 q,.07:
D1s01/98 100 Sparkletts DOfflce Supplies 14.20 12,72¢
D1/05/98 113 Offlce Max Office Supplies 170.47 14 88E
D1/05/98 116 Kinka's Office Supplies 50.03 12,83¢
01719798 131 Staples Office Supplies 126.83 11,121
D1ls19/98 133 Costco Office Supplies 207.23 10,742
D1/2a/98 135 Klnkao's Office Supplies 45,24 15;15:
D1/05/98 114 Paoly Payroll Servic Payraoll 1,817.32 13,071
01712798 123 Poly Payroll Servic Payroll 1,833.80 11,68¢
D1s19/98 127 Paoly Payroll Servic Payrall 1,874.76 11,635
| D1/26/98 136 Poly Payroll Servic Payroll 1,793.43 13,3564 [
D1/058/98 115 Oregon Mational E Purchases Invoice 35661 1HE.356 12,88 'F
515 visible 515 total | R RE S
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Ranking Summaries

Panorama normally generates summaries in alphabetical order. By adding an extra rule to the Summarize &
Analyze dialog you can tell Panorama to rank the summaries by value. For example, if you are summarizing
by month they could be ranked to show the month with the highest sales (or spending, etc.) first, then the sec-
ond highest etc. Start by clicking on the + button in the outline level row of the dialog.

Q0O Analyze Data
d b _ _ ¢ )

@ . W 4 f’ __ Hide non-analyzed fields | Cancel | f Apply -}

Summarize by {Group Up) 4 ) | Category $) 12 groups L 5

Total + | | Deba ) Grand Total 231,089.34 =i+

Outlimne Lg:..lei - E?tn_!gur}l +

&

Sart Down &) ( Debit 4///’: +

Panorama assumes that you want to rank by the field that is being totalled in this analysis (in this case Debit),
but you can choose another field if you wish. Then press the Apply button to see the ranked summaries.

Corporate Checkbook |
Check PayTo Category Memo Debit Credit | [ &

Payroll 92,219.12 b
Purchases 33,526.43
Advertising 30,011.39
Rent 18,960.00 m
Insurance 15,054.00
Shipping 11,175.50
Fixed Assets 10,022.66
Office Supplies 9,785.51
Telecom 5,350.28
Legal 2,893 63
Utilities 259072 ¥
Deposit 0.00
231,089.34

For multi-level nested summaries you can use the outline level pop-up menu to pick which level is ranked.

"8 Analyze Data

@ % ﬁJﬁ' .,-:f | Hide non-analzed fiekds { Cancel b f Apply 3

IC | Summarize by (Group Up) ) Date (by Month) $) 12 groups =
Summarize by IGnﬁLp Lip) : ) [ Category ¥ 12 groups e L1
Total : Date (by Month) + | Grand Total: 693,268.02 =k
Outline Level 2l Category ;. : o L e
e — .. RAW DATA s G
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Whatever level you specified will be ranked. In this example, the category summaries are ranked within each
month.

0.0 ) kb :
Date Check | PayTo Category Memo Debit - 1
Payrall 4
Purchases 5,106.41 m
Rent 1,580.00 -
insurance 1.254.50
Advertising 1,114.85
Dffice Supplies 814.00
Shippirg 582.29
Tetecom 423.19
LHilitias 249.84
Deposit 000 ¥
May 30, 2009 18,444.39
Payrall 6,266.12
Advertising 3,874.92
Purchases 2.135.08
Fixed Assets 1,974.81
Rent 1,580.00
Insurance 1.254.50
Dffice Supplies 838.45
Telecom 514.61
Shippirsg 298.75
LHilitias 236.0:4
Depasit goo Y
Jun 27, 2009 19,773.28
Payrall 9,123.24
Purchases 4,047.93
Advertising 3,602.66
Office Supplies 1,743.34
Rent 1,580.00
Fixed Assets 1,363.94
insurance 1,254.50
Shipping 1.228.70
Telecom 454.95
LHilitias 208.96
Depasit 000 Y
Jul 30, 2009 24, 608.22
Payrall 6,726.87
Advertising 2.631.00
Purchases 1,961.64
Rent 1,580.00
insurance 1.254.50
Shipping 1.106.24
Office Supplies F52.82
Fixed Assets f2ral
Tetecom 457.64
Legal 282,44 -
Utilities 23448 'y 4
Diepaosit 0.0 ¥ |

144 visible/659 total
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Ranking the summaries doesn’t affect the ability to expand detail. For example, now that the summaries are
ranked we can easily see that the purchasing category in May was a bit higher than usual. To find out why,
right click on the record and choose Expand One Level of Detail (or just click and choose the Expand tool).

no _ Corporate Checkbook _

Date Creck PayTo Category Mz Dbt
Payroll 7,319.31
Purchasss 5, 10641
Rent 156000 i} Expand One Level of Detail
m""“ 1;??:;: Expand ALL Underlying Detail
Offce Supplies 814.00
f“ﬁ""ﬂ fg—ﬁ Collapse Underlying Detail
= 24984 Collapse this to Category
Diepodit 0u0g

May 30, 2009 e 1?;&?: ' Qutline Level: RAW DATA
Addverting 387492 Qutline Level: Debit
Lo Varagy  Outline Level: Category
Rent 1.580.00 Qutline Level: GRAND TOTAL
Insuranca 1,254.50
i cacd oae | Remove All Summaries
Shipping 298.75
Ay £ Select Same Value
Doposit 0.00

Jun 27, 2009 1977raza | Select Larger
ot Toaras | Select Smaller
Adhvertizing 3,602.66 Select Within 10%
Office Supplies 1,743.34
s };ﬂﬁ Column Stats...
Ingurance 1,254.50 Ty | —

Now we can see that there was a large purchase made to Stamford Manufacturing, raising the purchasing in
that month.

e ) Corporate Checkbook

Date Check PayTo Category Memao Debit
Payroll 7,319.31 X

May 5, 2009 115 Oregon Mational Enginee  Purchases mvocece 35661 186.36

May 5, 2009 117 Boston Direct Purchases Irvoice S7540 185.96 m

May 5, 2009 118 Precision Plastics Purchases nvoice GOG32 459.86

May 5, 2009 119 Tech Media Purchases Imvoece 48536 336.67

May 5, 2009 120 Miller Industries Purchases mvoboe B0513 367.940

May 5, 2009 122 Anderson Manufactunng Purchases Irvosce 17730 &27.98

May 12, 2009 124 Anderson Manufectunng Purchases Invoice 79066 E5l1.22

May 12, 2003 125 Clark Supphy Purchases Irvoece 31484 387.15

May 19, 2009 126 Tech Media Purchases Imvoéce 77138 350.01

May 19, 2003 129 Clark Supphy Purchases Imvcice 13589 160.71

May 26, 2009 134 Stamford Mig Purchases Invoice B9H266 1.488.59
Purchases 5.706.41 N
Rent 1,.580.00
Insurance 1,254.50
Advertising 1,114.85
Office Supplies 214.00
Shipping 582.29
Telecomn 423.1%9
Utilities 249.84
Deposit 004

May 30, 2008 18,444.39
Payroll 6,366.172

The ability to “zoom” in and out like this is a great tool for actually understanding your data.
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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 way dates are displayed. Start by
clicking anywhere in the Date field and then choose the Field Properties dialog from the Fields menu (see
“Modifying the Properties of an Existing Field” on page 191). (You can also open this dialog by double click-
ing on the field name at the top of the column.) 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, Type and Default Value.

CRONE Field Properties
Field Name: | Date field name
g
Type: ( Date % |- field type
Alignment: [EE} | =||=

Dutput Pattern:

Preview: 06/09/10

Auto Caps: | OFf + | Duplicates: | Yes =

| Clairvoyance® [Auto Compiete)

Default Value: | today -

default value

Input Pattern:

Input Range:

Choices:
. Auto

spave Bar: | Insert space (normal) 3 )

Formula:
Preview:
_ Recalculate all records when closing dialog
Generc Field: =)
Motes:

\".
~ Cancel f Ok 3 :
R —————————————————————————
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To change the output pattern, click on the icon and choose the option you want.

click here to change pattern

T

Output Pattern:

Preview: 06/09/10 6/9/10
- 06/09/10
oo O i (v P
| Clairvoyance® (Auto Compiete) ' S-June-10
Default Value: today June 9, 2010

June 9th, 2010

Input Pattern:

Input Range:

Wednesday, 9 June, 2010

Choices:
([ Auto |

Wed, Jun 9, 2010
Wed, 9 Jun, 2010

Wednesday, June 9th, 2010

After you select the option press the OK button to get back to the data sheet. The dates are now displayed
with your selected pattern.

Check | Pay To Debit Credit| Balg*
OPENING BALANC DEPOSIT 12,739.00 12,73¢ z
100 Sparkletts Office Supplies 14.20 12,72
101 Blue Cross Insurance Health Insurano 975.00 11,74¢
102 valley Gas Ltllities Heating 49,90 11,8%¢
103 AT&T Telecam Long Distance P 236.24 11,463
104 Surf Metworks Telecom DsL 50.00 11,415
105 United Security Litilities Alarm 30.00 11,383
106 UPs Shipping 144.02 11,23¢
107 Edison General Litilities January Electric 115.55 11,13«
108 Clty Services Litllities Water 54.39 11,06¢
109 Pacific Properties  Rent January Rent 1,580.00 9 48t
110 valley Bell Telecom Local Phone Ser 136.95 9,35:2
111 (General Casualty Insurance Property Insurar 187.50 9,165
112 Hamilton Davis Insurance YWorker's Comp | S2.00 9,07
DEPOSIT DEPOSIT 5,985,882 15,05¢
113 Offlce Max Office Supplies 170.47 14 88E
114 Paoly Payroll Servic Payroll 1,817.32 13,071
115 Oregon Mational E Purchases Involce 35661 186.36 12, 88:
116 Kinka's Offlce Supplies 50.03 12,83
117 Boston Direct Purchases Involce 57540 185,96 12,644
118 Precislon Plastice Purchases Invoice e0a32 459,85 12, 18w
ibte /515 total |« yair 2

The pattern can be changed at any time.

The New Database Wizard automatically set this date field to default to today’s date. To see this in action,
select Add New Record from the Records menu). The new check automatically defaults to today’s date.

17,98¢
16,23¢€

o

12/28/98 560 Valley Publications Advertising

C@ 561 Poly Payroll Servic Payrall

516 visible/516 wotal

963.57
1,749.38

I
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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
1052600
05/ 7/00 |
10,2500
10/20/00 |
10100

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

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 “Modifying the Properties of an Existing Field”
on page 191). (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.

478" Field Properties
Field Name: | Check - field name
7
.
Type: ( Numeric 3 Digits: ( 0 L) -t field type
Alignment: [% |_§_|'I 51
Output Pattern: i
Preview: 1234.56
Auto Caps: | OFf + | Duplicates: | Yes =
| Clairvoyance® (Aute Complete)
Default Value: g

Imput Patterm:

Input Range:
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To set up the default value for this field, click on the icon and choose the option you want.

click here to change default value

Default Value: ‘
Input Pattern: \
input Range: \
or you can type in the default value here

Choosing Automatic increment by one sets the default value to +1.

Default Value: | +1 %)

Press the OK button to get back to the data sheet. Then choose Add New Record from the Records menu. The
new check automatically defaults to today’s date and is assigned the next check number, in this case 562.

12/21/98 551 Coast General Purchases Invoice 61471 275,72 17.960.
12721798 552 Offlce Depot Office Supplies 7246 17,888,
12/21/98 553 Staples Office Supplies 74.81 17,8138
12721798 554 Century Equipmen Fixed Assets 1,063.90 16,749,
12/21/98 555 Stamford Mfg Purchases Invoice 19188 472.37 16,277
12721798 556 Post Office Shipping 204.62 16,072,
12/21/98 557 Power Printing Advertising 542.50 15,530,
12721798 558 Poly Payroll Servic Pavroll 1,656.55 13,873
12/21/98 559 Fry's Electronlcs  Office Supplies 189,22 13,684,
12/25/98 DEPOSIT DEPOSIT 5.264.90 18,949,
12/28/98 560 Valley Publications Advertising 963,57 17,985
12/28/98 Iy Payroll Servic Payroll 1,749.38 16,236

11/12/10 @ A

L4

516 visible/5 16 total BN Y[
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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 204). 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 “Modifying the Properties of an Existing
Field” on page 191). (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. Use pop-up menu to turn on the Auto Capitalize
option, and the checkbox to turn on the Clairvoyance option, as shown below.

& ®" Field Properties
Fieid Mame:  Fay To

r
=,

Type: | Text :
Alignment: |85 [;_| |_:=_?|

Output Pattern: 4

ks

ak

Auto Caps: | Word + | Duplicgtes: | Yes

to Copmintesta )
LT RETE

Wi Clairvoyance® (3

Default Value: E

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

12,28/ SEN:-:-I'-,-' FPayrall Serv Payroll 1,749.38 1
10/26/00 562 |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.
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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 I

| |Elue Cross |

Cnd/ Ct | - Down Arrow [Einbreconl

Cd/ Ct | -Down Arrow [CRurpesupnen

Cnd/ Ct | - Down Arrow [champisnitruckin|

Crd/ Ctl-Up Arrow [CenturyEquipmen

Crd/ Ctl-Up Arrow [Bastenbirest ]
Enter ZENmE

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 215). This palette
will have a radio button for each category. This palette is set up with the Choices option in the Field Proper-
ties dialog.

& ® - Field Properties

Figld Mame: | Category
r
_—
Twpe: | Text

Alignment: LEJ @ I:EE|

Output Pattern: ;
Auto Caps: | OFF » | Duplicates: | Yes =
| Clairvoyance® [Auto Complete)
Default Value: #

Imput Pattern:

Input Range:

Soace Bar: | Insert s
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To manually set up choices simply type in each choice, separated by a space (if a choice contains a space use
an underscore instead, for example New York). However since this database already contains data, Pan-
orama can fill in the choices for you. Simply press the Auto button to fill in the choices that already exist in
the data.

Click the Auto button...

Choices: | Advertizing DEPOSIT Fixed_Aszets Insurance Legal

f‘“m | Office_Supplies Fayroll Purchazes Rent Shipping Telecom
- Ltilities

/4

The choices are automatically filled in

Press the Ok button to close the Field Properties dialog and go back to the data sheet, then 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 18,949, |
| 12/28/98 560 Valley Publications Advertising 963.57 17,985
| 12/28/98 561 Poly Payroll Servic 1,749.38 16,236

i 11/12/10 562 Boston Direct ) Advertisin al
| _ ol
I

516 visible/5 16 total [ yal»

Move the mouse to the bottom right corner of the Input Box. The cursor will flip over (see “Expanding the
Input Box™ on page 125). Drag the mouse to expand the Input Box.

12/25/98 DEPOSIT DEPOSIT 5.264.90 18,949,
12/28/98 560 Valley Publications Advertising 963.57 17,985,
12/28/98 561 Poly Payvroll Servic 16,236

I

I

i 11/12/10 562 Boston Direct ® Advertizing A |
D e B ;

I

516 visible/5 16 tomal y< 1%

The radio buttons will automatically flow into the expanded box as you change its shape.

—— —— —_ — o e o s e e RN —

DEPOSIT

| 12/25/98 DEPOSIT 5,264.90 18,949, |
| 12/28/98 560 Valley Publications Adwvertising 963.57 17,985
| 12/28/98 561 Poly Payroll Servic 1,749.38 16,236

| 11/12/10 562 Boston Direct @ Advertising O Legal (3 Rent r{
| ) DEPOSIT ) Office Supplies O Shipping — |
| o ) Fixed Assets ) Payroll {3 Telecom '!
| 516 visible/516 total {3 Insurance ) Purchases ) Utilities R RE S

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.
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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 Field Properties dialog and type
a space and a dozen underscores at the end of the list of choices. (The underscore is just to the right of the 0

key, hold down the Shift key and press -).

Choices: | Advertizing DEPOSIT Fixed_Azzets Insurance Legal

Auto

| foicechaseg Rent Shipping Teleconn
Lilities

Press OK to close the dialog and go back to the data sheet, then double click on the Category field.

| 12/25/98 DEPOSIT DEPOSIT 5,264.90 18,949, |
| 12/28/98 560 Valley Publications Advertising 963.57 17,985,

| 12/28/98 561 Poly Payroll Servic 1.749. 38 16,236

| 11/12/10 562 Boston Direct 8 Advertising [ Legal (0 Rent r{
| ) DEPOQSIT ) ©ffice Supplies 2 Shipping L
{ o () Fixed Aszets ) Pavroll (1 Telecormn 'I
| 516 wisible /516 toral ) Insurance () Purchazes 3 Utilities 14| e fjl

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 18,949,

| 12/28/98 560 Valley Publications Advertising 963.57 17,985,

| 12/28/98 561 Poly Payroll Servic_Pavroll 1.749.38 16,236.

| 11712/10 562 Boston Direct #) Advertizing () Office Supplies () Telecom
) DEFOSIT ) Payroll ) Utilities m1
) Fixed Assets () Purchazes | |

() Rent
() Shipping

i Insurance
) Legal

516 visible/5 16 total

E
|

F
v
S <> 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.

| 12/25/98 DEPOSIT DEPOSIT 5.264.90 18,949,

| 12/28/98 560 Valley Publications Advertising 963,57 17,985.

| 12/28/98 561 Poly Payroll Servic 1.749 38 16,236,

| 11/12/10 562 Boston Direct () Advertising 2 Office Supplies (2 Telacom
() DEPOSIT ) Payroll {3 Utilities m1
() Fixed Assets (O Purchases ) | Autao | A |
() Insurance ) Rent k -

| S RO SR ) Legal ) Shipping hd

| 516 visible/516 total

Press the Enter key when the entry is completed.

| 12/25/98 DEPOSIT DEPOSIT

- 12/28/98 560 Valley Publications Advertising

| 12/28/98 561 Poly Payroll Servic Payraoll

| 11/12/10 562 Boston Direct m

516 visible/5 16 total

To learn more about this feature see “The Choice Palette” on page 215.
ommend that you Save the database one more time.

5,264.90 18,9459,

963,57 17,985,
1,749.38 16,236,
q
v
I ....__.::I.

Before going on to the next step | rec-
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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 use a formula to automatically look up the category from the previous
record, if any. To do this you’ll use the Field Properties dialog again. Click on the Category field, then open
the Field Properties dialog, then choose Assistant from the Formula menu.

Panorama_ Edit  Fields TR Functions D 4 <. @D g ORI T

Array [

Binary *

Cgi [

Color "

Enn'-.-e_riiun > e A s Field Properties
Coordinates [ 3 e

Database & Setup > O MRANS  Cagary

Date & Time » g

Dialog & Alert [ 3 vopss | Tt

Display F

Edit & Navigation > ssgement: [ = (2]

Events [ | Dutput Patiers |

File 2 y

Form & Graphics . e

Html & Tag 2 Autp Capss | OFF :) Dupbeates: | Yed
infa I _I:Imm"-cr't [Aemm Coemplatn)
Lookup " Deleat Value: |

Menu [ !

MNumerlc & Sclentific r enit Potter

Operators | inout Range

Printing g CRGHCREE | Advrrtaping DOPOSIT [ iord AFERtE I s Ll
Pn;r-g:'arnming - Ale :-.::'Ilir.lr:-'_"nnplu: #ryreH Purotanss Berd Eipping Telscan
Resource [ 3

Search & Sort & Qutline [ 3 Space Bar | Wser soace [oemall S
Lerver -

Speak & Fonmoia

Superobject [ ] "

Text [

Unix » ki

This assistant lists thousands of items. To find the one needed, type lookuplast( into the search box, then dou-
ble click on the lookuplast( line (or simply press the Insert button).

~
SOECNO et --
1) Type lookuplast( into search box B lookuplast] “ Cancel W* E*Inﬂrt'a
.PH.I'II'.'I'EH'IE.-. . Open Databases... -
| Statermants h’r_-.-"l:‘i'ueckl::mk ": 1
# Functions ™ Fialds _| Procedures || Databases
_! Operators ™ Variables | Forms

2) Double click on lookuplast( line —>< | (1) lookuplast(file, keyfield, keyvalue, datafield, default, level) )
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Double clicking this item (or pressing Insert) closes the Programming Assistant dialog and opens a dialog for
setting up the | ookup( function (see “Linking With Another Database on page 321).

Lookuplast( Assistant

Hi-manirrmre

| want to retrieve information from the | 4 | database

The information | want to retrieve is in the | L feld of this database

The information | want to retrieve is in the record where the

field | + | in the database My Checkbook

matches the held | * ) in the database

if there is no match default 1o

=

“: Cancel \'"f Dk *

Start by selecting the database you want to look up data from, in this case the current database.

Lookuplast( Assistant.

| want to retrieve information from e | f-'iy Checkbook » | database

The information | want 1o retrieve is in the | + 1 feld of this database

Now tell Panorama what you want to look up, in this case the Category.

Lookuplast( Assistant

o e e e o

| want to retrievie information from the | f-'iy Checkbook » | database

The information | want 1o retrieve is in thi + | field of this database

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. Here’s the finished dialog with
everything filled in.

Lookuplast{ Assistant
| want to retrieve information from the | Hy Checkbook * | database
The information | want to retrieve is in the | taﬁ&gnrj.r' + 1 field of this database

The information | want to retrieve is in the record where the

field | Pay Ta + | in the database My Checkbook

matches the field | Pay Ta %) in the database My Checkbook

if there is no match default o

’: Cancel \'"f Dk *

-
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Press the OK button to build the formula for looking up the previous category. The formula is automatically
placed into the Field Properties dialog, which is still open.

Formula: | lookuplast(infol "databazename™),"Pay To" «Pay
o To,"Category™ ™00

Preview: Advertising

E Recalculate all records when closing dialog

To learn more about how this formula works see “Linking With Another Database” on page 321. For now just
press the Ok button to go back to the data sheet. Then start typing Staples into the Category field.

When you press the Enter key Panorama will automatically look up the appropriate category, in this case

Office Supplies.

516 visible/5 16 total

Jalnt

516 visible/5 16 total Jalnl

12/28/98 560 Valley Publications Advertising 963.57 17,985,
12/28/98 561 Polv Pavroll Servic Payroll 1,749.38 16,236,
11/12/10 562

12/28/98 560 Valley Publications Advertising 963.57 17,985
12/28/98 1,749.38 16,236
11/12/10
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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 Field Properties dialog and use the same technique to build a formula to look
up the previous 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 321).

Field Properties

Field Mame:  Debit
e

Type: ( Numeric ¢) Digitsi(2 %)

Alignment: |B&| (==

il

Output Pattern: | # ##

Preview: 1.234.56

Lookuplast( Assistant

| want to retrieve information from the I':'I:,' Checkbook + ) database

The information | want to retrieve is in the | Debit & field of this database

The information | want to retrieve is in the record where the

field | Pay To + | im the database My Checkbook

matches the field | Pay To % | imthe database My Checkbook

if there is no matcn default to 0
- - & i
" Cancel | f Ok %

e T

Preview:

E Recalculate all records when closing dialog

Press the Ok button to close the dialog and go back to the data sheet, then start typing Pacific Properties into
the Category field.

| 1228798 560 wvalley Publications Adwertising 963.57 17,985,
12/28/98 561 Polv Pavroll Servic Payroll 1,749.38 16,236.

| 11/12/10 562 0

I : |'

When you press the Enter key Panorama will look up both the category and the amount from the previous
check to Pacific Properties.

147 2u9n 5bU VAleY FUDICATONS AOVErsing Yod. 0/ 14,985,
12/28/98 561 Pol

Payroll Servic Payoall 10 3N 16,236, ‘
| 11/12/10 EFY pacific properties (09 1,580.00 |
| )

Al

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

Calculating the running checkbook balance is a two step process. Start by scrolling over to the Balance field
and click somewhere in the field.

Date Check Pay To Cateqory Memo Debit | Credit Balance "‘
oi/01/98 OPENING BALAMC DEPOSIT 0.00 12,739.00 12,739.00 b
0i/01/98 100 Sparkletts Offlce Supplies 12.65 12,724.80 u
D1/01/98 101 Blue Cross Insurance Health Insurar q75.00 11,749.80
oDi/01/98 102 valley Gas Utllities Heating 39.59 11,659.90
O1/01/98 103 ATET Telecam Long Distance  275.75 “_i_m
0i/01/98 104 Surf Networks Telecom DsL 50.00 11,4%35.66
oi/01/98 105 United Security Utilities Alarm 30.00 11,383.66
oDi/01/98 108 UPs Shipping 185,92 11,239.65
oi/01/98 107 Edison General Utilities January Electr 94.07 11,124.10
0i/01/98 108 Cloy Services LUtllities Water 57.52 11,069.71

Now choose the Manipulate Data in Field command from the Fields menu, then use the pop-up menu to
change the Start with Field from Balance to Credit.

change from Balance to Credit

: g CoTE——
pty Celis Only W Live Preview . Cancel

I

| ( Start with Field ) |

12.739.00
12,724.80
15. 749 80
11,699.80

then press the + button
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Next, press the + button to add another row. Then use the pop-up menus to set up the calculation as shown
below.

%)

WO, S Manipulate Data in Balance
|®@ g :4‘: 6 | Modify Empty Cells Only

=

@ tive Preview [ Cancel | € Apply )

Start with Field +) |_Credit ) =+

i | Subtract Field +) | Debit : =) (®
12,739 .00 12.739.00 &
2,724 .80 SFRENA
11,748.80 -375.00 @
11.,699.890 -459.85
11,4983 68 ZIE 246
11.412.66 -50.00

change Add Number to Subtract Field change Balance to Debit

When you press the Apply button Panorama will perform this calculation over and over again for every
record in the database.

Date

01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/01/98
01/02/98
01/05/98
01/05/98
01/05/98
01/05/98

Check

100
101
102
103
104
105
106
107
108
109
110
111
112

113
114
115
116

515 visible/515 total

Pay To

OPENING BALANC

Sparkletts

Blue Cross
Valley Gas
ATET

Surf Networks
United Security
UpPs

Edison General
Cley Services

Pacific Properties

Valley Bell

General Casualty

Hamilton Davis
DEPOSIT
Offlce Max

Cateqory

DEPOSIT
Offlce Supplies
Insurance
Utllities
Telecom
Telecom
Utilities
Shipping
Utilities
Litllities

Rent

Teleoom
Insurance
Insurance
DEPOSIT
Office Supplies

Paly Payroll Servic Payrall
Oregon Mational E Purchases

Kinka's

alnl

Office Supolies

Health Insurar
Heating

Long Distance
DsL

Alarm

January Electr
Water
January Rent
Local Phone Si
Property Insur
Worker's Comy|

Involoe 35661

Debit Credit Balance
0.00 12.739.00 12,739.00
12.65 ~12.65
9¥5.00 -975.00
39.59
275.75 -275.75
50.00 -50.00
30.00 -30.00
185,92 -185.92
94.07 -54.07
57.52 -57.52
1,580.00 -1,580.00
123.25 -123.25
187.50 -187.50
g2.00 -52.00
0.00 598582 5,985 82
6E.18 -6H.18
1,749.38 -1,749.38
336.09 -336.09
63,79

79
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To complete the balance calculation choose the Vertical Data Tabulation command from the Fields menu.
Then click on the Running Total option.

OO Vestical Data Tabulation (Balance) .
| | | | (Cancel ) €Appiy)
|
|
: l-.. : BO% L
t " ? Running
Difference
Propagate Unpropagate Propagate Up Unpropagate Up

12,739.00 12.739.00 al
1419 12,724 81 v
|-875.00 11.749.81 m'
: 49 85 11.699,92 [
' _236.24 11,463.68

-50.00 11,412.68

-30.00 11,382.68

144,01 11.239.67

1-115.54 11.124.13

54.38 11,080.75 |
;-1.EED.DEI 5,489.75 - {
| -136.54 835281

Then press the Apply button to calculate the balance after each check or deposit.

Date Check Pay To Cateqgory Memo Deblt| Credit Balance| |*
-  — - 1 I - I [ : -
Di/01/98 OPENING BALAMC DEPOSIT 0.00 12.739.00 12,739.00
Di/01/98 100 Sparkletts Office Supplies 12.85 12,726.35 m
D1/01/98 101 Blue Cross Insurance Health Insurar 975.00 11,751.35
01/01/98 102 Valley Gas Utilities Heating 39.59 [ 11.711.77]
Di/01/98 103 ATET Telecam Long Distance 275.75 11,436.01
Di/01/98 104 Surf Networks Telecom DsL 50.00 11,386.01
Di/01/98 105 United Security Utilities Alarm 30.00 11,356.01
Di/01/98 106 UPS Shipping 185.92 11,170.10
Di/01/98 107 Edison General Utilities January Electr 94,07 11,076.03
Di/01/98 108 City Services Litllities Water 57.52 11,018.51
Di/01/98 109 Pacific Properties FRent January Rent  1,.580.00 9,438.51
Di/01/98 110 valley Bell Telecom Local Phone S 123.25 9.315.27
D1/01/98 111 General Casualty Insurance Property Insur 187.50 91277
D1/01/98 112 Hamilton Davis Insurance Worker's Com| S2.00 3,035.77
OL/02/98 DEPOSIT DEPOSIT .00 15,021.59
D1/05/98 113 Offlce Max Office Supplies BB.13 14,953.41 -
OL/05/98 114 Poly Pavroll Servic Payroll 1,749.38 13,204.04 i
D1/05/98 115 Oregon National E Purchases Invoice 35661 336.09 12,867.94
D1/05/98 116 Kinko's , Office Supolies 6379 1280416 |Y
515 wisible/515 total 4wl |

The balance calculation is complete. Before moving on, however, it’s a good idea to... you guessed it, Save
the database.



Panorama Sheets Tutorial




Chapter 1. Data Structure

A database is an organized collection of data. Panorama Sheets is a software tool that helps you organize
your data in the first place, and to re-organize it over and over again as your needs change.

The Data Sheet

Visually, Panorama Sheets uses a row and column tabular format to structure your data. This is called the
Data Sheet.

fields
Company | Address City otate | Zip ‘*‘
Et. Lowis Lumber 3133 Comell 5t. Lowis MO E“E'IEU-}
Stephen’s Appliances 90 Duane Lane Demarest HJ o7e27
M.D. Plumkbing 518 Arneill Rd Camarillo CA 93010
Joseph's Appliances 2650 Helen Rd Bhaker Heights oH 44122
26 Catalpa Rd Convent Station M o736 m
519 Leahy Redwood City CA, 84061 -
Johin Draper Sales Exeter Video 448 Exeter Rd Hampton NH 03847 -
Joel Oy Vice President  Carroliton Lumber 1785 Old Mill Rd Carroliton TX 75007 <
Jdohin Fabian 3 Rose Hil Woodstock VT 05091 -
Brian Felty B.F. Plumbing 118 M Wilder Lubbock TX Tasl10-
Abe Fierstein  Vice President  Wan Muys Lumber 1571 Haskell Wan Muys CA 814094
Ramsey French West Palm Beach Lurw B206 13th Way West Palm Beach FL 33407 -
Jeffrey  Funk Ownar Jeffrey's Appliances 7 Elwood Ave Flernington M 0BBZ2? -
Thom  Getchell Customer Suppc Thom's Appliances 543 Lawrel Menlo Park CA 84025
Steve Gibson 57 Sunmywiew St Peters Mo 63376 -
Harry  Gilmer Customer Suppc Jackson Lumber 40 Northwood Jackson ™ 38301 -
Gary Ginkz President Gany's Appliances 7436 35th S.W. Seattle WA 9BI126w
107 visible/107 toral 1] « | 0 Yal» 4

records —

Each row in the data sheet is called a record. Each column is called a field. The intersection of a row and a col-
umn is called a data cell, or just a cell. These are the fundamental components of any database. As you work
with a database, you will constantly be adding new records, revising and removing old records, and rear-
ranging (sorting, etc.) existing records. Fields can also be added, revised, and removed, but you will do this
much less often. Once the fields are set up, you will usually leave them alone.
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Records
A record consists of a group of related information. Here are some typical examples of database records:

= In a contact database (like the one shown on the previous page), each record contains information
about a single person or company.

= In a personnel database, each record contains information about a single employee.
= |n areal estate database, each record contains information about a single property.
= |n an inventory database, each record contains information about a single item of inventory.

Most databases have anywhere from a few dozen to several thousand individual records. Panorama Sheets
always displays the current number of records in the lower left hand corner of the window (the contacts data-
base shown on the previous page has 107 records).

Fields

A field is a group of information that is all of the same type. Here are some typical examples of database
fields:

= Address — contains street addresses
= Phone - contains phone numbers

= Birthday - contains dates

= Balance - contains numbers

Most databases have somewhere between five and one-hundred fields. Panorama Sheets allows up to 250
fields per database (if you need more, you can upgrade to Panorama Pro, which allows up to 2,000 fields).

Every record in a database contains exactly the same fields. If certain records don’t use a particular field it can
be left empty, but the field itself still exists for every record. For example, notice that in the contacts database
on the previous page, some of the Title and Company entries are empty.

Each field has its own separate properties, starting with the name of the field. For example, a field can contain
either text, numbers or dates. Each field can have a default value that is assigned when new records are cre-
ated, and fields can also be automatically calculated based on the values in other fields. Numeric and date
fields can have patterns associated with them to customize how these values are displayed. Overall there are
more than a dozen properties that can be assigned to each field. (The fact that properties are assigned to
fields, rather than to each cell, is a major difference between Panorama Sheets and spreadsheet software. In a
spreadsheet, properties are assigned to each individual cell. This is a disadvantage for database work because
the spreadsheet software does not understand or enforce any structure for the data, and because individual
cells may move around as you sort, search and manipulate the data. Panorama’s records and fields maintain
their structure even as data is manipulated.)
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Chapter 1:Data Structure

Creating a New Database from Scratch

The first step in using Panorama is to create a new database and set up the initial fields the database will con-
tain (you can always add or remove fields later). Choose File>New Database to open the wizard that helps
you set up the new database.

ANoD New Database Wizard
-~ - ..
i El [" ¥ ﬁ Ch 't o
., " % b
Favirilich :—i‘ﬁﬁe :'E_T:a:::'u"' M;‘:E:_;:S E:_:t Hela Preferenos
FRELDY MAME TYPE DIGITS CAPS CLAIRVOYANCE™ I:EFM.I..T V.II..I_,IE
+ Tﬂzl Text - off & =]

=)

The new database structure starts with a single field, named Text. That’s probably not the name you want, so
start by typing in the actual name of the first field. You can also click on the yellow star to choose from a list of
common field names.

X v [ W 3

Crague Claar
irnpart Fila Al Fregld s

i
Aecent

Finvar N S I Prifhiaiee
e Clipopard RER LSl NS

FIELD NAME TYPE DIGITS  CAPS CLAIRVOYANCE™ DEFAULT VALUE

Type here, or...

choose here

Make New Database | Readyio b

Middle
Lask
Spoigse
Client
trnjiloyes
Title
Poaition

Company
Organization
Al rachy
Soboal

Office
Departrrent
Cusbarmsr

Addreas
Street
Sulte
T
apartment
Cily

Tow'n
State
2rowi ice
Zip
ZipLode
Poztal Code
Country

@ Tt i oM |
¥ Lecation

Birthday
e
Expires
Expiration
arriwval
beparfure

E el b
LRL

Fhone
Face
el

Fades

FHemn
Misangs
Deacription
Category

Duandity
Qty
Price
A
Exlance
Credit
Cehit
Fate

Val s
Haurs
Score
Myl lable
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To add a second field, press the + button and fill in the field name (either by typing or clicking on the yellow
start), like this:

8no New Database Wizard |

w ¥ [s] W O o0
: Chioose [ t fra Clear Op _—
Favorites Import File "Ef:;uardm All Fialds M"‘_:t Help Proferences
) (=) Tewt we (Tet & off_3) ] -
C:+ = Address o (Taxt 3 _Word 3 1 - s

Tip: There’s a shortcut if you’re creating a field with a common name — right click on the + button (if you
have a one button mouse, hold down the Control key while you click), then choose the field name from the
pop-up menu.

Once all of the fields have been added, press the Make New Database button.

w & (3 W & ¢ X

Choose [mpart fram Clear [alet i)

Fawarites Iinaart Fle Clighoard All Fialds Recent FHelp Prgferenoes
| () (=) Mae of (Tex 3 Ward W i
| =] Address of ( Text & Word 3 !:] r
| 5 (=) oy a (Tem___3 ( Word 3 = it
) (=]  Elate of, (Tem % Al % - s

| ) (=) i2p o ( Text & i Word 2 ) =
&} = '_F'nl:ln! o, L Text 3 off 3 L] .

Wity Mame Acdress City State Tip Phone ed
S 4
1 1 |
f!"” 0

| vy

|| Make New Database | Feady to buld rew) 0]

T—— al
i

] 1 visible/1 total

Panorama automatically sets the width of each field. See also to learn how to manually adjust the width of a
field. Before you continue you should save your new database by choosing File>Save. When you save, Pan-
orama will ask you to give the new database a name, and to specify a location for the file.
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Text, Numeric and Date Fields

In Panorama, all data is not the same. To get the most out of a database, Panorama needs to know what type
of data you intend to store in each field — text, numbers or dates (see also). The New Database Wizard nor-
mally creates fields designed for holding text. If a field will contain numbers or dates use the pop-up menu to
designate the data type.

anon New Database Wizard
= ol
S |4 r ¥ ﬁ >
Rnk, | ]
., N7 1 \
y Chooas Lrport freem Clagr Dipen .
Favaorites Impart File Clinhoard All Fialds RecaR Help Praferences
FIELD MAME TYPE DIGITS CAPS CLAIRVOYANCE™ DEFAULT VALUE
o =) | Chock Kurmnenic & 0 g
+} =) iDate of | Uate ' today
+ - -F'-J.'_.,-T-:- Text : Off - 2 D
+/) (=) |Herno o, | Text - o 3 =
) (= .I::-ebit - Wumanc 2 Float. =
+) =} | Credit Nurneric 5 ) | Float 3
de ) |= .éa-'-l.'li:-l.' Numarnic & Float =&
;mm‘ m
| =
Date
; ) 2
3
4
Make Mew Database | Fosdy fo build now database with 7 faids Float
Money  s—

Numbers

Numeric data can be stored in either fixed point or floating point format. If you choose fixed point you have
achoice of 0, 1, 2, 3, or 4 digits after the decimal point (the Money type is also fixed point, 2 digits).

Number of
Digits After Example Largest Value Smallest Value Typical Uses
Decimal Point
0 93842 2,100,000,000 1 Quantities, Part Numbers
1 73.1 210,000,000 0.1 Rarely Used
2 253.22 21,000,000 0.01 Money (Dollars, Pounds, etc.)
3 0.447 2,100,000 0.001 Rarely Used
4 929.1123 210,000 0.0001 Rarely Used
Float 1.46e-12 1.7+10308 23107308 Scientific Data

You may wonder why there are so many choices for storing numeric data. After all, a number is a number—
right? Not quite. By choosing different numeric storage formats you are making a trade-off between space,
speed, accuracy, and range.
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Storing numbers using floating point gives you the most accuracy and numeric range. Floating point allows
you to store extremely large or small values with up to 16 digits of accuracy. If you are in doubt, go ahead and
pick floating point format.

Fixed point storage is more limited. The accuracy is only about 9 digits. The largest number that can be stored

is about 2 billion (2210% while the smallest fixed point number is 0.0001 (10°4). Trying to store larger or
smaller values using fixed point storage will result in errors.

On the other hand the space required for fixed point storage is up to 8 times smaller than floating point for
the same number, and Panorama can perform fixed point arithmetic somewhat faster than floating point. You
should use fixed point numeric storage whenever possible. Check the table above to see if the numbers you
will be using fit in one of the fixed point numeric ranges. (With today’s modern computers, you may not need
to worry about performance or memory usage in most applications, and it’s usually ok to use floating point
for most applications.)

Money. Usually the best way to store monetary values is using either 2-digit fixed point or Panorama’s spe-
cial Money format. The money format is the same as 2-digit fixed point but automatically enters the decimal
point for you during data entry. This table below shows how Panorama interprets data you enter into a
money field.

V\gr]l?[gr)./.(.)u it becomes
87204 872.04
3267 32.67

14 0.14

2 0.02
42. 42.00
154 15.40
156.78 156.78

Both the 2-digit and money formats allow you to store monetary values up to 21 million dollars, pounds,
francs, etc. (If your business deals with values greater than 21 million you should use floating point numeric
storage.)

Guidelines for Picking Field Names

Each field in a Panorama database is identified by a field name. Field names serve several purposes: they
remind you what the field is for (i.e. the Dates field probably contains dates, the Name field probably con-
tains names, etc.), they appear at the top of each column in the data sheet, and they are used to identify fields
in formulas (for example Anount =Q y*Pri ce).

There are no absolute restrictions on the field names you choose. Field names may be as long as you want,
and they may contain any character that can be typed from the keyboard. Field names may be split over two
or more lines. You can even have two or more fields with the same name (but we recommend that you avoid
this, see the next paragraph).

However, if you are planning to use a field in a formula, you may want to avoid some of these unusual possi-
bilities. If you have two or more fields with the same name, only the first field will be accessible to a formula.
Field names containing blanks or punctuation (for instance P/E Ratio) are more difficult to use in a formula.
To use such a field in a formula, you must surround the field name with « and » (for example «P/ E Rat i o».
See “Fields” on page 286). (If you left out the «», Panorama would think you were trying to divide P by E,
with Rat i o left over.) You may want to avoid field names like Date, Seconds, And, Or, and Sum. These
names can be confusing when used in a formula because Panorama has functions with the same names.
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Default Values

You can assign a default value to any field. To default to a fixed value, simply enter the value.

FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE

TN ] —— o (Text & Word + "
*= = | 4ddress o | Text - Wiord 2 !:.
+/ (=1 City o | Text 3 Word 2 4
+) |=) |State . | Text * Al 3 =
4= .zip £ | Text A Word 2 D
d (=) |Phome of | Text - off 2 (]

=) | Country o ([ Text 3 Word 2 B LIS A

= Shipping o | Text 3 ot 3 [ Federal Express

To repeat the previous value in this field (ditto) use the " symbol. When the defaults are set up as shown
below, a new record will automatically contain the same date and city as the previous record.

de) =] Date wi | Text : o & E. Q
= = Organization wf i Toxt H Word 2 E
4 = Address o [ Text & Word (]
+) (=) [City of (Text 3 Word 3 W Q

To automatically increment a numeric or date field use plus followed by a number (+1, +2, +5, etc.), like this.
When creating a new record, Panorama will take the value in the current record, increment it as specified,
and put the new number into the specified field.

+ Check o | Text 3 Off = = @
- —

You can also use the + symbol by itself. In that situation, Panorama uses an internal counter. The counter is
increased each time a new record is added. The counter can also be changed manually if necessary using
Setup>Next Record Number.

+ I cioe o 1 Text ¥ F 7 - = @
- —

To default to today's date use today. (This option only works for date fields).

i =] [ Invoion | Text v Off 3 = +
T R

+) (=) |Date o (Date 3 @

| =) |Organization wi | Text : Word & E
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Automatic Capitalization

When you are creating text fields you can enable automatic capitalization, either for all characters, by word or

by sentence.
4| =] |Organization
*= =1 | dddress
4 = .Eﬁy
&) =] | Etate
) (=) [2ip

Clairvoyance® (Auto Fill)

Text
Text
Text
Text

Text

ik

bk

il

LR

Word * E
Off B

| [Yord HE
All =
Word & =

Another option for text fields is Clairvoyance®. When enabled, Panorama will auto-complete text entry for
you based on previous entries in the database. For more information, see also.

Rearranging Fields

To re-arrange fields before you create the database, just drag on the double arrows on the right side of the

windows.

FIELD NAME

= | [raice

= [ate

=) | Erndil

==| | Qrganization

Address

=} | City

= [ Etate

=) | Zip

+ 0 F 0 EEE G+
|

= | Marme

TYPE DIGITS  CAPS CLAIRVOYANCE™ AULT VALUE

Text
Dane
Text
Text
Text
Tt
Text
Text

Toext

-
-

&
v

e i A dk L]

ik

Note: Fields cannot be dragged when you are
Spreadsheet” on page 114), only when creating an empty new, database.

Of = = +
today
Off - 2 B
Word 3 v
Word = [:]
Word %) ]
Al s (3
Wog:) (3
Word & v

importing data (see “Creating a Database from a Text File or
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Field Name Warnings and Errors

The New Database wizard will warn you if you create a field name that is improper or that will require spe-
cial handling in formulas. There are two types of improper field names — a blank field name, or a duplicate
field name. If you create an improper field name Panorama will display a red background behind the field
line, with a red alert icon. Click the red alert icon to see a description of the problem.

FIELD NAME

+ (=) [ Invoios
+ =) iDate
&) (=) (orgs
d ) (=) | Addr
+ - .Eity
+) (=) [stat B
) (=) |2
0 = Date
+) (=) |Email

TYPE DIGITS ~ CAPS CLARVOYANCE™ DEFAULT VALUE

Text

Dt

Taxt

{:auj.*

Toxt

-
-

&
v

i

LR

ik

Off

Duplicate field names are not allowed (Date)

Word

Off

i
"

1Y

o+

today .ﬂ.

today ﬂ

The New Database wizard will not allow you to create the database until the improper field names have been

fixed.

Field names that will require special handling in formulas are flagged with a yellow background and a yel-

low alert triangle.

FIELD NAME

= | [rwaice Mumber

Irreoice [rate

|+
]

= | Cormpany Mame

+
i

Streat Address

—| City

State Province

+ |+
i

= | Zip Code

Field names that contain non alphanumenc characters must be surmrounded
with chevrons when uged in a formula (ecample: «State/Provinces)

TYPE DIGITS ~ CAPS CLARVOYANCE™ DEFAULT VALUE

Text
Diate
Text
Text

Text

L1

4k

L1

Off

Word

Wiord

Word

Al

Word

i
-

00 00 ®

o+

today

Make New Database Rasdy fo buidd now distabaso with 7 Baids

_ignore Warnings
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Unlike improper field names, the New Database Wizard will allow you to create the database without
changing these field names, though it will warn you when you actually create the database. It’s simply up to
you to make sure any formulas you create have the special handling necessary (see “Fields” on page 286). If
you enable the Ignore Warnings option then Panorama will not display any warnings or yellow icons, though
it does still show a yellow background for these fields.

FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE
| 4+ (= |Invoioe Number wt, | Text 3 Off 3 = + i
! =1 |Irvaice Date o \ Date 3 today
+ (=) |Company Name 2, (Temt ¢ ICEVE
+ = Strest Address of | Texx 3 Word 3 =
i = .I:il:g,r ' o | Toxt 3§ | Word 3 =
+ (= | State/Province wf | Text 3 (Al %) = ]
+) (=) [2ip Code o | Jext 3 ( Word 3) ()

Make New Database | Ready fo build now database with 7 Eaids _

Favorite Field Structures

Panorama comes pre-equipped with a set of templates for creating new databases. To choose one of these,
simply click on the yellow Favorites star.

BHOO New Database Wizard
. o -l Y
w4 (3] D v A
. ; ;'::.::E: -:t?:z::t Help Preferences
Equipment Inventory ) - ]

] Expense Log L TYPE DIGITS  CAPS CLAIRVOYANCE™ DEFAULT VALUE
@ Mailing List E(Text 3 (Off 2) = s
" Price List . e &

Product Inventory
Super Contacts
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You can add your own templates at any time (and remove the standard templates as well). The first step is to
set up the fields in the proper configuration, then click on the Favorites star and choose Add to favorites.

.‘ .
= | - .
w |8 r“l i S N X
Contacts T s i Help Preferences
Equipment Inventory
Expense Log TYPE DI
Mailing List
b Date ¢ vady
Price List s —— _’J — = $
Product Inventory uesie B8 ¥
Super Contacts (Text %) (oft_2) = 3
Add to favorites... &8 et = £
T ' (Off 3 N it
(4} (=) :Dehil ;_.'f. I, ﬁﬁif‘iﬁ}' l.i:h-IT-E_. -'ir'
) (=) Credit g, | Numeric 3 | l.’fﬁmié "it
i =) ;Balann:i' ;|..|: | Bumenc 3 ) ( Fioat &) $ |

The wizard will ask for a name for the new favorite.

Mame of favarite
Checkboolk

(Eancelj] ( oK ]
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That’s all there is to it! The new favorite now appears in the menu (in alphabetical order).

N . =
< & [3] W P % A\
| Checkbook Ot Help Preferences

Haoant
Contacts -
] Equipment Inventory E CAPS  CLAIRVOYANCE™ DEFAULT VALUE
', Expenselog - al |
.~ Mailing List i
*  Price List ES ¥
4 Product Inventory (off &) = 3
5 + Remove "Checkbook” from favorites... = | off 2 0 it
. Rename "Checkbook”... b
| o —— = _ JW
+) (=1 cregit o | Numeric § ] | Fﬁﬂﬂt v 3
(+) (=) |Balance ¢ (Numenc 3) ( Fioat 3 i

To rename or remove a favorite, first select it from the menu. Then open the menu again and choose Remove
or Rename.
Creating a Database from a Text File or Spreadsheet

The New Database Wizard usually creates an empty database, but it can also create a database from a text
file and automatically import the text. There are four possible ways to start this process.

1) Drag a tab or comma delimited text file onto the wizard.

2) Drag data directly from a spreadsheet, word processor or text editor onto the wizard (Mac only), as shown
below.

by Dlalasaia #izasnd Wi

W |l it £
a0 £ - '
S i = 1 {
- - p—— L s e h .
[ . B # i B ks
=] 1 il
7] ] - Tww T Lo P .
P . i Gt G U P LE
= A - 5 1w w\: R P #
e . Ci - [0 ] AT P T
™ ¥ Eir — L -] 4% 5 bam Lar B b I
i . [ Tos O By P 19
- T L. - inruncin Cm Emme b s
n i E i e Fighr oo T s Vo D g
W by O TE Popgroacs D T Bgengpie i e BL-
5 kel e ol i i S o i
" " s Fiar Cw e T g (5.
- -l il S W s S s T
[ il g Tt S e T (=L (1.}
:H;-I et el Eamale Lhos
L e b e o .
[ - i B Bl D Clavbtite®, Pcit (E
1. i D Lt bacec ik
. e b tarada P )

L

3) Click on the Choose Import File button, then select a text file containing tab or comma delimited text.

4) Copy tab or comma delimited text into the clipboard, then press the Import from Clipboard button.
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Whatever process you choose, the wizard will use the first line of the imported data as the initial field names.

_FIELD NAME TYPE  DIGITS  CAPS CLAIRVOYANCE™ DEFAULT VALUE
Seale \ o (Text 3 off ) A
Hern o (Temt ot 3) =
Railroad / w (Tt 3) (off & A
Prics & (Tet s o 2 =

new field names automatically set up for you (you can change if needed)

source of imported data shown here

Make New Database( | Ready fobuld now database with 4 Boigs then impor! from drooped data

You can make adjustments to the database design before actually creating the database, including changing
the field names and types, setting up defaults, auto capitalization and Clairvoyance®. You cannot, however,
add, remove or re-arrange fields (of course this can be done later, once the database is set up).

When everything is ready press the Make New Database button. Panorama creates the new database and
brings in the data.

Scale Item Rallroad Price e

Bl 40 Ft Box Car Southern Pacific 8.95 M

HO Tank Car Union Paclfic 12.95 m(

HO Gondola Car Union Pacific B.95

HO Flat Car Sauthern Pacific 7.85

HO 40 Ft Box Car Western Pacific B.95

HO 40 Ft Box Car Santa Fe B.95

HD Tank Car Santa Fe 12.95

HO Gondola Car Santa Fe B.95

HO Refrigerator Car Mew York Central 10.95

HO Plagyback Flat Car MNorfolk Southern 7.85

M Tank Car Sauthern Pacific 0.95

M Flat Car Sauthern Pacific B.95

M 50 Ft Box Car Southern Pacific 0.95

M 50 Ft Box Car Santa Fe 0,95

M Gondola Car Santa Fe 0.95

M Covered Hopper Western Pacific 11.95

M 40,44 Box Car Canadian Pacific 0.95

N Tank Car Canadian Pacific 13.95 .

M Covered Hopoer Canadian Pacific 11.95 Py
v

19 visible /19 total 4|k | R S

The new database is ready to save and use.
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In this chapter you’ll learn how to navigate within the data sheet, how to add and remove records, how to
edit data within individual data cells, and how to adjust, add and remove fields.

Navigating the Database

Your database may contain thousands of records and hundreds of fields, so you can only see a small portion
of the data at a time. You can navigate the database manually with the scroll bars or use Panorama’s exten-
sive searching tools to automatically hone in on the exact data you are looking for.

Moving From Record to Record

Use the vertical scroll bar to scroll a data sheet to any record in the database. Click on the scroll bar arrows to
move up or down one record at a time. Click in the scroll bar’s gray area to move up or down one window at
a time. Drag the scroll bar thumb to move directly to any position in the database.

. k. O

ERrY ricrce Widiand Lumber 1662 Durant Midland .:'

Guy  Porter St Lowis Lumber 8702 Pershing St Louis '

Am Pyie 7265 Lakeland Dree Roseville | <—Uup one page

Lan Rattner Vice President 5.R. Plumbing 485 M.E. 63Rd Leattle

Bud Boble Rivarside Lumbar 1807 Red Dak Dirive Riverside

Jeffrey Rodman 2 Cary Rd Chestrt HE |

Chuck  Rouse Agent Hays Lusnibear 625 West 15th Hays |

Ed Ruth Sales Manager Chicago Lumnbaer 1580 M. Dconto  Chicago aA/

Poter  Schug 718 Ddell 5t Sronx

Jules Silk: Chanier A5, Pumbing 9338 Waltham Rd  Cheltenham

Peter  Silvers  Customer Suppt P.5. Plumbing 9382 Hampson New Orieans | ~— dOwn one page

John Sloan 70 Danube Way  Olympia Fields |

Jahn Smith Safes Managor Anrru' Widgets 12 Harmony Lane  Huntington Bea |

R S Qe ek Ao = 3044 smwes s el S e on fine
182 Dedl Bd R Tod

In addition to manually moving from record to record, you can let Panorama search for the information you
want to look at or modify. See also for more information about searching for and selecting data.
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Moving from Field to Field

Within a data sheet, you can move to another field by clicking anywhere the field’s column (if it is visible) or
by clicking on the horizontal scroll bar. (See “Splitting the Data Sheet Window™ on page 119 for information
on how to split a window into two separately scrollable “panes.”)

| First Tithe Address City & |

| Joel Oye Vice President  Camolion Lumber 1785 06 Ml Rd  Carrollton .,:!
Jahln Fabian 3 Rose Hidl Woodstock

| Brian Faity BLF. Plumbing 118 N Wildar Lubbaicik

| Abs Fiersten  Vice President  Wan Muys Lumber 1571 Haskell Van Muys
Ramsey Fronch West Palm Baach Ler B206 13th Way West Paim Bear __ |
Jaffrey  Funk Dwner Jefifrey's Appliances 7 Elwood Ave flerringtan
Thom  Getchell Custemer Suppt Thom's Appliances 543 Laurel Menls Park
Lreve  Gibson 57 Sunmyview St Peters

| Harry  Gilmer Customer Suppe Jackson Lumbar 40 Morthwood Jackson
Gary Gintz President Gary's Appliances TH3IE 35th 5.W. Seattlo
David Grudem 15 Lownds Drive Winddor Locks
Bela Hackman Owner Bala's Appliances 3132 Glengarry Marmphis

| Bob Hanlan Ann Arbor Lumbar  BS16 Maorgan Ann Arbor {
Dick Hardiey 4151 Palstar Plang '

| Don HMarrmon ting Sudderth Video 415 Sudderth Rusdasa |
Craiq  Heath H.H. Phummibing 54 Parkway Orive  Morth Chil 4

109 visible/1 ] ;

click anywhere in a column to select a field
or use the scroll bar

You can also use the Goto Field dialog (in the Fields menu) to move to a specific field. This is especially use-
ful if the database dozens or hundreds of fields. Initially the dialog displays a list of all of the fields in the
database. To go to a specific field click on it and press the Goto button, or simply double click on the field
name.

Choose Field

- -

e s U i e L

ﬁ "F_Eance[?" f?ﬁdtﬂ ﬁ
il

ACNCNO)

| (1) First
(2) Last b
(3} Credit Card m
(4) Title

{5} Company
(B8]} Address
(7} Clty

(8) State

(2) Zip

Country

' Y
v

You can also search for the field you want. Type in a few letters from the field name in the search area.

O  ChooseField .
) ’f Cancel W‘ { Goto )
| (1) Company

(2} Country

The first nine fields listed are numbered from (1) to (9). To go to one of these fields simply press the corre-
sponding numeric key. For example to go to the Country field in the example above you could simply press

ajaial
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Splitting the Data Sheet Window

Data sheet windows can be split into two side by side panes. Each pane displays a different area of the data-
base. The two panes are locked together vertically, but each pane has its own horizontal scroll bar.

First Last Address City Stat Zip Phone :

v
Lisa Abbott 66 Burton Avenue Memphis TN 38117 (901) 821-9939 m'
Lynne Abbott 1961 Sampson Street Denver CO 80202 (303) 589-9575
Patricia  Abbott 3712 College Avenue Dayton OH 45459 (937) 385-7376
Ralph Abbott 4597 Modoc Alley Pocatello ID 83202 (208) 240-7611
Gabrielle Abe 2015 Blackwell Street Port Lions AK 99550 (907) 454-2781
Ola Abel 231 Denver Avenue Corona CA 91720 (951) 280-3689
Patricia  Abel 4 Oak 5treet Rome NY 13440 (315) 338-3243
Reginald Abel 27 36 Biddie Lane Richmond VA 23238 (B04) 659-3859
16126 visible/16128 total |4 s ; S T

press and drag to split window

To split a window, drag the splitter to the right. (The splitter is the small black rectangle to the left of the hor-
izontal scroll bar.)

First Last Address City

St{|  Signup Donation EE

v

Lisa Abbott 626 Burton Avenue Memphis TN| 07/10/07 $25 m
Lynne Abbott 1961 Sampson Street Denver Cd| 03/13/10 $250
Patricia  Abbott 3712 College Avenue Dayton OH| 08/16/04 $1,000
Ralph Abbott 4597 Modoc Alley Pocatello D) 12/14/09 $10
Gabrielle Abe 2015 Blackwell Street Port Lions 05/09/10 $25
Ola Abel 231 Denver Avenue Corona 05/02/09 $10

Patricia  Abel 4 Oak Street Rome 08/13/06 $25 .

Reginald Abel 27 36 Biddie Lane Richmond VAl 04/13/09 $10 Iy

16128 visible/16128 total | 4| b ) T T el [l T <[>

each pane may be scrolled separately drag to adjust split

To remove the split, drag the splitter back to the left edge. To adjust the split location, drag the splitter into
position.
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Editing Records

A new database starts out with just one lonely record. Over its lifetime hundreds or even thousands of
records will be added to a typical database. In addition, many records will become obsolete and be deleted.
Both inserting and deleting records are easy tasks with Panorama.

Adding a New Record

To add a new record to the end (bottom) of the database, choose Add New Record from the Edit Menu.

before Add New Record after Add New Record

File Edit IMH Fields Setup W

- Add New Record  ¥E
—— | Inse ‘ Record
S Duplicate >
Stive  Wiest
kaen  wike Delete Record...
T v pjare Multiple B
Gregery  Wing
Wi Wl E:f Yalom  Purchasing ::“ ::m (P
¥ Dhwner .'.pp-l.l'!;-l
,“.,?ﬁ""'“"' :’: Search L o e: T AR mient .
o 3
Peter: Yol SOIT ™ Bob Smah  Vico President  Acme Consu
John  Doe!
e Analyze [ 2
Sissan
ittt new blank record

You can also add a new record by tabbing from the end of the bottom line of the data sheet.

Inserting a New Record

When you are working in the data sheet, you can insert a new record either above or below the current
record. (In a form you can only add new records at the end of the database.) To insert a new record after the
current record press the Return key.

before Return after Return

First | Last | T Company 5 Firt | Last | Ttk Campany P
v
Pt Toffesr  Presdent P.T. Pusbing |- Pat T T, Pumnbi ¥
Stovn West 5.0 . Miumbing Biaam: Wt B W Pham
Karen  Wison Vice President  Evanston Lirmbe Karan.  Wson Vics Prasidant - Evanston Lisnt
I ison Wilson
Gregary Wing  Presigent GW Printng *'ﬁ ~4—— new blank record
Willsm  Wang Gragary  Wing PrEgadent W Prieting
Raymon Wood . Wiliam Wong
Vieter  Yalém Purchasing San Francisod Lu Pavman Wood
Feter  Yarensicy Owener . feter's Applanci Victar ' Val Prrrch Bai B b
AT ENIETE SRR n.-gml Peter  Yarensky Owner Peter's
Bob Smith Vice Pregident  Acma Consy Ak Dog Vica Praskient
Susan  Brown Sales Manager Power Lumber o Bak Grith Ve Prasadent: A C .
- Saigen  Brosan Salns Manager  Mower Lumber | &
4
= v
108 vikbla/ 106 voral i JAib 10% vigkhle) 10G vomal 4. ¢ FET=I:




Chapter 2:Using the Data Sheet

Page 121

To insert a new record before the current record, click on the Insert Record tool.

before Insert Record

after Insert Record

Add New Record S2E

lnse Record
===t Duplicate | 2
Suewe  Wiesd
kswn  wie Delete Record...
EXTM % Delete Multiple v
Wilam Wy
1“.?;"'“ :-‘: Search »
m: varsl DOt [
John Dige |
. Analyze »
Susan

106 widikde/ 1 0B notal

Wicor Purchasing San Francisco Lu

Petec's
new blank record _ ‘w‘mm'

Sugen  Hroan Salns Menager  Power Lumber | &
r

109 wigkhla 100 tatal |I| 4k ﬂ"l alw

£

Usually new records are completely blank, ready for your input (as shown in the examples above). You can,
however, ask Panorama to automatically fill in one or more cells whenever a new record is created. A field
can default to a fixed value (like yes or no, or taxable, or today’s date), an automatically incrementing num-
ber (1, 2, 3, ...), or a copy of the data in a previous record. See “Default Values” on page 211 for more informa-

tion.

Joka Do Vice President
E] Smah Vico Prosident
Susan  Brown Sales Manager

10& viskble /108 voml 4

San Francisco Lu

Peter's Apphancy

Powenr Lumber
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Deleting a Record

To delete an entire record, choose Records>Delete Record.

before Delete Record after Delete Record

File Edit IMH Fields Setup W

m Add Mew Record 3#E
| Inm:rﬁt Record
S| Duplicate » :
Sxin Karen  Wison  Vice President Evanston Lumbe
PSR Delete Record... Jorry | w =

ETH s~ nelete Multiple » Willam  Weng :
Gregary e Rarymomn Wood

Wilkaan b | 5 h Vietar  Yalom  Purchaseng San Franscs Lu
Rayrmans ::;: earc > Peter  Yarensty (Owner Poter's Appianci
victer Yal oort > ﬁ s :,_ﬁ president
Peter  Yarel amith Pragident  ‘Acma Consu
o Dosl An HI'Q'IE‘ P Susan  Brown Sales Manager  Power Lumber :—
Bob  Smith :
Susan Brown  Sales Mansger Power Lismber S 4

108 visible 108 ratal ale Fals: =
100 visitie/ 100 total [ . R

You can also delete a record by pressing the Delete or Backspace key (upper right hand corner of the key-
board, above Return). Panorama will display an alert asking you to confirm that you really want to delete the
record. (Mac only tip: If you want to skip the alert, hold down the Option key while you delete the record.)

About to delete current record.

»

[:Ean:elj {T-Bdma

If you delete a line accidentally, you can use Undo to restore the line. You can also get the line back with the
Records>Duplicate>Paste Record menu command.

Tip: A Panorama database must have at least one visible record—it cannot have zero records. If your data-
base has only one record, Panorama will not allow you to delete it.
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Deleting Multiple Records

Sometimes you may need to systematically delete large numbers of records. For example, you might need to
delete all invoices previous to 1987 or all students with below passing grades. Instead of deleting these
records one-by-one you can let Panorama do most of the work for you. First use the Find/Select command to
select either the records you want to keep or the records you want to remove. If you selected the records you
want to keep, use the Remove Unselected command to delete everything else. If you selected the records you
want to remove use Remove Selected.

Panorama File Edit BTGB Fields Setup Window Help &5

Add New Record 2£E
Insert Record
Duplicate B

Delete Recard...

Delete Multiple » Delete Selected

Delete Unselected
Search

Sort k [le?éte All
Analyze e |

Remember, however, that you cannot delete every record—you must leave at least one record in the database
at all times. See “The Find/Select Dialog” on page 144 and “Permanently Removing Unselected Data” on
page 165 for more information on these commands.

Delete All

To delete all the data in the database, use the Delete All command in the Edit Menu. This command deletes
all the data, leaving just one blank record. Before it performs this dastardly deed, Panorama asks you to con-
firm that you really know what you are doing. Keep in mind that there is no Undo after Delete All. (How-
ever, if you saved a copy of your database, you can Revert to Saved.

You can use the Delete All command to set up a clone of an existing database. First open the original data-
base, then use Save As to save it under a new name. Finally use Delete All to empty the new database. The
new “cloned” database will contain all of the forms, crosstabs and procedures of the original database, but no

data.
Duplicating a Record

In the data sheet you can easily make one or more copies of a record.

Panorama File Edit gEEI-E0 Fields  Setup Window Help 45 -

Add New Record 2£E
Insert Record

Duplicate Record
Delete Record... Cnpv.ﬁemrd
Delete Multiple 3 Paste Record
Search b

To make a copy of the current record just below the current record, choose Records>Duplicate>Duplicate
Record. If you want to make a copy somewhere else, first use Records>Duplicate>Copy Record, then move
to the spot where you want the copy to appear and choose Records>Duplicate>Paste Record. You can repeat
the Paste Record command if you need multiple copies of the record. You can also move a record to a new
position by using Records>Delete Record, then moving to the new position and choosing Records>Dupli-
cate>Paste Record.
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Editing Individual Data Cells

Data cells are the smallest unit of information handled by Panorama. Each data cell contains a single piece of
information—a person’s name, a phone number, an account balance.

active data cell

@00 ,

First Last Title Address 4

- Bud Roble Riverside Lumber 1301 Red Dak Drive '

Jdeffrey  Rodman 2 Cary Rd
Chuck  Rouse Agent Hays Lumber 625 West 15th
Jane Rundlett Purchesing J.R. Plumbing Be01 Fairfax
Ruth SR A ELEL T Chicago Lumber 1580 M. Dconko
Petgr Schug 7718 Odell 5t
Jul® i Owner 9338 Waltham Rd
Pete Customer Suppr §f=. Flumbing 9382 Hampson
Jdohn Slogn 3 Danube Way ]
Jdohn Smifth Sgles Managef Acme Widgets 12 Harmony Lane m!
Brian Smyjth Owner Brian’s Appliafices 1844 Tiburon
Alan Spencer 182 Dell Rd
Frank Stella Sales Manager Jipy€ Appliances 58272 Auburn Rd :
Ed anson  Vigd President ~T0.5. Plumbing E83 Elm 5t E
| Lee Tucker xales Mangager Latham Video 4792 Latham ¥
108 Visible/ 104 tota IER = EANSY-

Z

typical data cells

The currently selected cell is called the active cell. Only one cell can be active at a time. You can activate a cell
by clicking on it, or by scrolling to it with the scroll bars. You can also move the active cell with the arrow
keys.

The Input Box

Every data cell has a pop-up Input Box that is used to edit the text within the cell. The Input Box acts like a
temporary window that pops up on top of the data cell for data entry and editing.

double click cell to open Input Box for editing contents of cell

ONENG Contacts

First Last Company Address * 1
Bud Roible Rivarside Lumber 18901 Red Dak Drive
Jeffrey  Rodman 2 Cary Rd '
Chuck  Rouse Hays Lumber 625 West 15th

Jangl Rundlett J.R. Plumhing 8801 Fairfax

Ed Ruth Chicago Lumber 1580 N. Oconto

Peter Schug 7718 Odell 5t

Jules Silk Chanar J.5. Plumbing 8338 Waltham Rd

Peter Silvers Customer Suppt P.5. Plumbing 9382 Hampson

i —_——

You can open the Input Box by double clicking on the cell, or by making the cell active and starting to type.
Once the Input Box is open, you can edit the text within the cell using the usual mouse editing (word process-
ing) techniques. Specifically, you can click the mouse to select an insertion point, drag the mouse to select a
range of characters, cut, copy or paste selected text using the clipboard, or use the keyboard to type charac-
ters at the insertion point. (If you are not familiar with these techniques you should review the operating sys-
tem documentation that came with your computer.)
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When you have finished editing the text within the cell, press the Enter key. This closes the Input Box and
updates the data cell with your changes. The Input Box closes automatically (and updates the data) if you
click on any other data cell or window. Tip: Clicking anywhere outside of the Input Box is the same as press-
ing the Enter key.

If the Input Box is only one line high pressing the Return key will close the Input Box and update the data
cell. If the Input Box is more than one line high the Return key adds a new line to the data cell (see the next
section).

If you would like to close the Input Box without updating the data cell, press Command-Period (Mac) or
Control-Period (Windows). Pressing the Esc key also closes the Input Box without updating the data cell. Or
you can use the Undo command to restore the original text, then press the Enter key.

Expanding the Input Box

One of the most powerful features of the Input Box is that it can be expanded to accommodate large amounts
of data. To expand the Input Box, move the mouse to the lower right corner of the box. When you reach the
corner, the arrow will flip over. In the illustration below, you see the normal arrow cursor as you approach
the corner. The arrow flips over when it reaches the corner of the Input Box. (The arrow doesn’t actually
change color as shown here, the color is simply to make the illustration more clear.)

118 N YWilder
6216 Morgan

Once you see the upside down arrow, press the mouse and drag the corner of the box to its new location.

118 N Wilder
5216 Morgan
arne

5265 Leticia ¥

When you release the mouse Panorama will change the size of the box.

6216 Morqgan

Now you can type additional lines into the Input Box. Press Return to start a new line.

6916 Morqgan
Suite 470
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Once you change the size of the Input Box, Panorama remembers the size permanently. In the data sheet, the
Input Box size is remembered separately for each column, while in a form the size is remembered for each

individual data cell object. (Of course Panorama will forget the sizes if you Close or Quit without saving the
database.)

If you make the Input Box more than one inch high, a scroll bar is added on the right hand side of the box.
The scroll bar allows you to enter and edit up to 32,767 characters per data cell.

5216 Morgan
Suite 470

Tip: The scroll bar is actually outside the Input Box. To change the size of the Input Box you must click in the

bottom corner of the box itself, just to the left of the scroll bar (as shown above). Do not try to drag the corner
of the scroll bar.

Expanding a Right Justified Input Box

If you are editing a right flush data cell, move the mouse to the lower left corner of the box instead of the
lower right hand corner.

24 535.93
24693 .23

Once the mouse is over the lower left hand corner you can expand down and/or to the left.

24 838.99

T .

Now you can edit the text in the expanded input Box. Press Enter when you are finished.

24693 .25
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Tabbing from Cell to Cell

To make it easier to enter several cells in a row, Panorama allows you to use the Tab key to move from cell to
cell as you enter data. In the data sheet you normally move from left to right, in a form from top to bottom. If
you want to move backwards (to the left) press Shift-Tab.

Tab Down

In the data sheet the Tab key normally moves from left to right. Sometimes it may be more convenient to key
a column from top to bottom instead of across a row from left to right. For instance, you may find it easier to
key in a dozen names, then a dozen addresses, then a dozen cities, instead of keying in each record sepa-
rately.

Choose Edit>Tab Down to change the tab direction from across to down. Choose it again to change back to
normal tab operation. Panorama indicates that tab down is active by checking this menu item.

Cut =X
Copy #C
Paste # Y
Clear

When the Tab Down option is enabled, pressing Shift-Tab moves up one cell.

)4 | b A

: Description Retall Dealer Discount | *
| v
i E T T TR S Jm_rﬂm_ﬁl . . — m
| 2  Pool Water Level Monltor 49.95 74,96 20.00
| 7 Clarine Pack 32.95 24.71 40.00 i
| 0 Heawy Duty Deeo-Bag Pool Raks 14.99 11.24 25.00 Cut spy
l 2  Poal Floor and Wall Brush 0.99 7.49 25.00
| 3 Telescopic Pole with Hand Grip 2499 1874 2500 Copy &C
| 1265 Pool Volleyball Game 0,99 7.49 25.00 Paste #H Y
| B2 Floating Pool Dispenser 5.74 4.20 25.00 Clear
| BH'3  5-Pad Pool Test Strips 13.50 10.12 25.00
385 Solar Powered Pool Light 24,89 18.74  25.00
| 1838 Pool Fllter Cartridge 5.50 4,12 25.00
| 4977 Calclum Buffer #£10 3.99 2.899 25.00
| 672 Pool Gear Backpack 18.99 14,24 25.00
| 5511 Pool Chlorine Tablets 50 Ibs. 13495 101.21 25.00
| 5509 Swivel Vacuum Hose-Box 49,99 3r.49 25.00
| B9 Swimming Pool Warter Test Kt 17500 131.25 25.00
| 3881 Aluminum Pool Leaf Rake 27.99 20,99 2500 K

B3RS Phosphate Free Paal Cleaner 19.99 14.99 2500 4

v

=
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Adjusting Fields and Field Structure

You won’t modify, add or remove fields as nearly as often as you modify records and cells, but Panorama
does make it easy and fast to change entire fields.

Changing the Width of a Field

To change the width of a field, move the mouse over the right half of column name (or the left half if the col-
umn is right aligned, like a numeric column). The mouse cursor will turn into a double headed arrow.

click in right half of column
header 10 change width

First Last Organization o Tithe Addrass City
Sarah Sharp First Graphic Inc. Banehts Alde 22494 N York Place Bayaman
Charles Schneider RGNS EEIGTRETWIELE Budgat Analbyst 66 5 Locust Cir Bayaman

Andrea Greanber; Direct Salas Intl Vice President 201 E. Nottingham Ct Carolina

When you see the double headed arrow, press the mouse. A gray box appears around the column. Drag the
mouse left or right, then release the mouse when the field is the correct width.

drag left or right 10 expand or
shrink the column

\
v

First: Last -;'Ilr-ganiza'rjnn S - Addrass Clity
Sarah Sharp f rst Graphic Inc. Benefits Aide 22494 N York Place Bayamon
Charles Schneider North Marketing Limited Budget Analyst ;| 66 5 Locust Cir Bayamon
Andrea Greenberg Direct 5ales Intl Vice President {201 E. Nottingham Ct Carolina

When the mouse is released the column width is adjusted (in this case, made wider).

R My Address Book

First Last Organization -+ Tithe Address City
Sarah Sharp Ferst Graphic Inc. Benefits Aide 22494 M York Place Bay
Charles S ERL T Morth Marketing Limited Budget Analbyst 66 5 Locust Cir Bay

Andraa Graenbery Direct Szlas Intl

- = - ! -

Vice President 201 E. Mottingham Ct Can

- a L el

If the column is right aligned (for example a numeric column) the process is flipped. Instead of dragging on
the right half of the column header, you click and drag on the left half.

click in left half of right aligned
column header to change width

\

item ._ Price| Railroad
Santa Fe FTA LU Santa Fe
Canta Fa FTE $15.99 Santa Fe
Southern Pacific 2D40T-2 $37.99 Scuthern Pacific

It sounds more complicated than it is. Just move the mouse until you see the double headed arrow, then drag
left or right.
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Automatically Setting the Field Width

If you’d like Panorama to set the field width for you, just choose the Autoset Field Width command from the
Fields menu. To set the field width, Panorama calculates the average width of entries in the field, and then
sets the width to 120% of that value. For most fields this should be close to the optimum width, but of course
you can always make your own manual adjustments as described in the previous section.

The Autoset ALL Field Widths command sets the width of all fields. This can be handy after importing a lot
of new data into a database.

Re Arranging the Field Order

To move a field to a new position within the data sheet, move the mouse over the left half of column name (or

the right half if the column is right aligned, like a numeric column). You’ll see the mouse cursor turn into a
hand.

click in left half of column header
1o slide column to a new position

\'"I
¥
First Last Glﬁ"r?lizat:cun Title
Sarah Shamp First Graphic Inc. Benefits Aide

Charles Schneider Morth Marketing Limited  Budget Analyst

A e s e T e Tl Tl e Mae a " e

Now drag the column to the left or right to the new spot.

drag left ar right 10 move the
column o a new position

\
Y

FEI'E{"":}.'_  Last- - ~ 7 @inganization Title

Sarah Sharp First Graphic Inc. Bemefits Aide
Charles Schneider Horth Marketing Limited  Budget Analbyst
Andrea Greenbery Rirect Sales Intl Vice President

When the mouse is released the column moves to the new position.

when the mouse is released the
column jumps o the new spot

Organization First ::\ Title

First Graphic Inc. Sarah Sharp Benefits Aide
Worth Marketing Limited Charles Schneider Budget Analyst

If the data sheet is split horizontally you can drag a column from one side to the other. This makes it easy to
move a column a long horizontal distance within the sheet.

My Address Book

= ==

Last rganizati Tith = | | Birthda “Ehnail Phone 1 T
4 'ﬁ"?‘ — _ - ¥ :

Sharp irst Graphic Inc. Benzhts Aide February 21, 1923 sarzh_sharpEbest.com (L9} 425-

Schneider Morth Marketing Limited. Budget Analyst December 20, 1368 cschneider32aol.com (809) 281-

Greenbery Direct Sales Intl Vicé President February 5, 1970 andrez8782capital.net (8C9) B35-

Santos outhwestern Graphics Lt Inventory Control 5| August 17, 1944 diana_santos@synergos.com (809) 564

In the example above, the Email field will be moved between the Last and Organization fields.

Note: You can also swap two adjacent fields with the Swap Fields command.
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Temporarily Hiding One or More Fields

If you don’t want to see one or more fields, you can temporarily hide them in the data sheet. This is great for
de-cluttering the data sheet and is also useful for printing reports. The commands for hiding and showing
fields are at the bottom of the Fields menu. (In addition to the menu bar, these commands also appear when
you right-click on a data sheet column title.)

Panorama File Edit View Records Baldli3 Setup Action Wizards Window
Go to Field...

Manipulate Data in Field...
Vertical Data Tabulation...

Field Properties...
Autoset Field Width
Autoset ALL Field Widths

Add Field...
Insert Field...
Duplicate Field
Split Field...
Merge Fields...
Swap Fields

Delete Field

Hide Field
Show All Fields
Hide/Show Fields. ..

To hide the current field, choose Hide Field (Note: You must have at least one visible field).
To make all hidden fields visible again, choose Show All Fields.

To hide and/or show a bunch of fields at once, open the Hide/Show Fields dialog.

] ﬂ .-'.-.'- : L-- -1%' .-.-".::--: :

| __::: -~ Cancel Eﬁmﬁya |

W Item

' [ Description

| W Price

| [ Raliroad

: [ Category

' ] Sublﬁatégnw
| 1 Manufacturer
| [ Scale

Iz Ernpty




Chapter 2:Using the Data Sheet Page 131

This dialog displays a list of all the fields in the database. Check the fields you want to be visible, then press
the Apply button. All of the unchecked fields will be hidden.

Santa Fe F7A $24.99 b4
Santa Fe F78 $15.99 m:
Southern Pacific SO40T-2 $37.99 '
Santa Fa SD40-2 $22 49

Chessie LI308 $28.99

Southarn Pacific S0-45 $29.99

Uinion Pacific AC4400 $50.49

If you have a configuration that you want to use regularly, click on the Favorites icon (yellow star). This
brings up a pop-up menu listing your favorite configurations.

"rEance[J m

Show All Fields
Hide All Fields

Catalog w/o Prices
ltem+Price

Remove "ltem+Price" from favorites...
Rename "ltem+Price"...

i
The first two items in the menu are permanent, and quickly show or hide all fields. The other items in this
menu are custom and are set up by you on a database by database basis.

To create a new favorite, start by choosing the fields you want to show.

]: W Item

[~} Description

Frice
Rallroad
W Category
e Subl:al:egcuw
Manufacturer
| [ Scale

c
|
|
=
I=
| O Empty
|
|
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Then click on the star and choose Add to favorites....

7 O Hide/Show Fields

H:{i ':Eancelc:“ tﬁ:p'plyj
| Show All Fields
. Hide All Fields

Catalog w/o Prices
-~ ltem+Price

Add to favorijtes...

 Scale
Panorama will ask you for a name for the new favorite and then save the configuration for later use.

Adding New Fields

To add a new field, use the Add Field or Insert Field command in the Fields Menu. The only difference is
that Add Field adds the new field at the end of the database, Insert Field insert the new field in front of the
current field. If your new field has a common name you can simply click on the star and choose the name
from the pop-up menu. As shown in the diagram below, Panorama will automatically fill in all of the options
that make sense for the field name you have chosen.

™ X Lo 5™ ; "
0 Add New Field After TText” . ™ Add New Field After TText
Fdid Mame:  MNawFakd i Fasld Mand P
!]:ﬂ _ Location ,"I e o Tyee | Mumenc 3 Degitsl Float 3
mEric
Aligh De o | = aignment: [ [ B
D — ==l
Output P Hakee Expi res ! Qutput Pattomm | @ #e
Firsl . ==mofxpiration & )
M HiddhE Brrival Pressew 1,.234.56
Ll Bepariure
AUl Spae ] L Yes H Aute Caps: | OfF s 0 Duplcates: | Yes
Clieng £ il
nEannd B ¢ o Comminia
ik u%t |_.'l i | | Clairvoyamce i Compietn]
Defaule Title > ||I Derault Value: :
Paitisn P-‘::ll'l-! | —— |
Ingeit Py Fal: | | Inpist Pattern:
N Compavy Celi - - I II | .
Bl organizstion 1 i | I| I| I| put Range
Oh FREnCy Hofes | 11 ] Chpic 3!
4 Setwal i f 11 :
T Offica e | 'f I Auta
Departmen ription - / |
Tom Customer I:nlq-:r:,- | j,"/ / Space Bar: | Insert space (normal] 2
J
For  Adidress o iy y Formula:
Street I;rIL?.I R _--_P:':f-f’:‘;"r_// o
s "
i e urnit '
pr  Apartmest Bl anee Preics
City Credi
Tan Dehil whin loting ditkag | Becalculate a8 recosds when cloting diakog
State fute :
Fenorg . ¥alue Genenc Flkd:
Zip Hours ) :
Y Zipcode Seore ey
FaslalCads Wil able
Coantry
= =" . £ B .
Cancel E Ok 3 Cancel f Dk :,'

Press Ok to actually create the new field. (For a detailed description of all of the options in this dialog, see See
“Advanced Field Properties” on page 191.)
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Deleting a Field

To delete a field from the database, select a cell in the field and choose Delete Field from the Fields Menu. (If
you are using the data sheet, you can also press Command-Delete (Mac) or Control-Delete (Windows) to
delete a field.) This not only deletes the field, it also deletes any data in the field. If the field contains data,
Panorama will warn you that it is about to delete the field. You must confirm that you really want to delete
the field before Panorama will proceed.

Duplicating, Splitting and Merging Fields

Panorama can duplicate an existing field (including the data), split one existing field into two (splitting the
data as well), or merge two existing fields into one (merging the data). To learn more about these operations
see also.
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Chapter 3: Sorting
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Most data is more useful when it is in some kind of order. Panorama has several commands that can quickly

sort your data into whatever order you need.

Sorting a Single Field

To sort a field, right click on the field name and choose Sort Up or Sort Down from the pop-up menu. (If you
don’t have a two button mouse, hold down the Control key while you click on the field name.)

= Field Properties...
Susan Autoset Field Width
Jokhin
Susan
Karen
Jim Sort Up Within
sz Sort Down
Tim
m Manipulate Data in Field...
£d Vertical Data Tabulation...
Do
i Add Field...
Enrtr':y fiod Insert Field...
ateve Jdac . )
e Duplicate Field
Dan 4 Split Field...
i Merge Fields...
Brizn m Swap Fields

105 wisib

Delete Field...

You can also sort a field by clicking on any cell in
Records>Sort>Sort Down.

City

f

E’d\ﬂamﬂnz Huntington Beach CA 92648 |
rnold Road  Mewton LY
ony Lane  Huntington Beach CA 2648 i
4 Igoniquin Wewport Beach CA 03459
Evanstan L 60201
Mewhall CA 81321
Lubbock TX 7410
G Maorgan Ann Arbor M 48104
3 Comell 5t. Louis MO 63130
o Leticia San Clemente CA 92672
g Hill Woodstock WT 05091
0 M. Oconto Chicago L 60634
Sudderth Ruidoso M BB345
Haskall Wan Muys A 91409
nt Rd Chelsford MaA  B24
Rid Chestrut Hill MA 02167
orden Ann Arbor M 48103
Polstar Plan TX 75075
A West 6th  Austin TX TATO3
¥ Peacock Highland A 02346
Laurel Menlo Park iCA 4025 |
+ Tiouran Haolkster CA 950243  |w )
Vv

the field and choosing Records>Sort>Sort Up or
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Sorting Multiple Fields

To sort by multiple fields at once, open the Records>Sort>Sort Multiple Fields dialog. Then choose the pri-
mary field to sort by (in this case the last name).

(SortUp %) ( Last 8 &)

Press the + button to add another row to the dialog, and then choose the secondary field to sort by (in this
case the first name).

j:l:‘ k SEII'_E_U-FI_._: Y Last E | , |_-i-|

Drag to re-arrange<:L e ——e— = Add or remove fields
order 4 (SortUp 4 )( First ) o) +‘/ to be sorted

You can specify up to five fields to be sorted. When done, press the Sort button.

| L,

FOLU T W =
i e o sl

First Last Address City Stat Zip *

= 1 ]

i

v
Daryl Aaron 1506 Gnatty Creek Road  Qgg=l=l+l+lgt 11520 m’
Donald Aaron 781 Vesta Drive Chicago IL 80640
Leonard Abadie 3037 Rivendell Drive Akron OH 44313
Eleni Abate 4652 Smithfield Avenue Amarillo ™ 7810
Jessica  Abbey 3066 Edington Drive Atlanta GA 30303
Anthony Abbott 4925 John Avenue Lansing Mi 48933
James Abbott 2624 Bingamon Road Garfield Height OH 44125
John Abbott 1109 Lonely Oak Drive Mobile AL 36693
Lisa Abbott 626 Burton Avenue Memphis ™ 38117
Lynne Abbott 1961 Sampson Street Denver CO 80202
Patricia  Abbott 3712 College Avenue Dayton OH 435459
Ralph Abbott 4597 Modoc Alley Pocatello ID 83202
Gabrielle Abe 2015 Blackwell Street Port Lions AK 99550
Ola Abel 231 Denver Avenue Corona CA 21720
Patricia  Abel 4 Oak Street Rome NY 13440
Reginald Abel 2736 Biddie Lane Richmaond VA 23238
Stacey  Abel 2982 Locust Court Santa Fe Sprin CA 90670
Amy Abernathy 3297 Hayhurst Lane Southheld MI 48075 .
Georgia  Abernathy 4869 Prospect Street Camden NJ 08102

This database contains seven people named Abbott. Their first names are sorted within the last name
(Anthony, James, John, Lisa etc.).
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If you think you’ll want to re-use a sort later you can save it as a favorite by clicking on the yellow star and
choosing Add to favorites. Panorama will ask you to name your new favorite.

:

You can re-use a previously saved favorite by clicking on the yellow star and selecting the favorite from the
pop-up menu.

Add to favorites...

The other buttons at the top of the dialog allow you to reset the sort criteria (back to one row) and two skip
backwards and forwards thru the sorts you have recently performed.

reset sort criteria skip back/forward thru previously used sorts

i (SortUp 3 )( State 3=+
Ijé LIEIS.I-"E_EJD E_Illl.-ﬁt_'f ) = |+|
4t ( Sort Down $ | ( Donation ) (=) (4)

Incrementally Sorting Multiple Fields

Instead of sorting multiple fields all at once, you can also sort them incrementally, one field at a time. Start by
sorting the primary field as described at the beginning of this chapter, using either Sort Up or Sort Down.
Then click on the secondary field to be sorted and choose Sort Up Within or Sort Down Within. You can con-

tinue to use the Sort...\Within commands to sort 2, 3, 4, or more fields.
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Sorting Numbers and Dates

It is important to store numbers using the numeric data type, and dates using the date type. If you store num-
bers and dates using the text data type they will not sort correctly, as shown in this table.

Stored Stored
as Numeric as Text
(correct) (incorrect)
9 6000
80 700
700 80
6000 9

If your numbers or dates are not sorting correctly, make sure they are stored using the correct data type. See
“Numeric Data” on page 195 for more information on the numeric data type. See “Dates” on page 200 for
more information on the date data type.

Sorting Right Justified Text

If your text is right justified, it will sort like a numeric field. In other words, 2 will sort before 10, and B will
sort before AA. The actual sorting rules for right justified text are—1) short data sorts before longer data (B
before AA) and 2) if two data items are the same length, they will be sorted in alphabetical order (AA before
BA).

Sorting Selected Data

Sorting is not affected by the Find/Select command. The sort commands always sort the entire database—not
just the selected records. When the invisible data is selected again you will see that it is sorted properly
within the rest of the data.

Sorting Within Groups

Later you’ll learn how Panorama can organize a database into groups, with summaries for each group (see
also). If you attempt to sort your database after it has been grouped, Panorama will automatically sort the
data within the groups instead of sorting the entire database. If you want to sort the entire database you must
remove the groups with the Records>Analyze>Remove All Summaries command.
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A Panorama database may contain dozens, hundreds, or even thousands of records. Finding a particular
piece of information could be like locating a needle in a haystack. Fortunately Panorama can easily locate
information for you.

Finding vs. Selecting

Panorama has two ways of locating information, finding and selecting. Finding is much like looking up a
name in a phone book—Panorama points out the location of the information you are looking for. For exam-
ple, you might ask Panorama to find a phone number or a price in a catalog. Panorama will locate the infor-
mation, and position the database to that spot. In this example we’ve asked Panorama to find Blue Cross.

find Blue Cross

Check PayTo Category Memo Debit | |4

b

Jan 1, 2010 OPENING EAL;NCE Deposit m
Jan 1, 2010 100 Sparkletts Office Supplies 14.20
Jan 1, 2010 [I*A N Elue Cross Insurance Health Insurance Group X 975.00
Jan 1, 2010 102 Valley Gas Utilities Heating 49.90
Jan 1, 2010 103 ATAT Telecom Long Distance Phone Ser 236.24
Jan 1, 2010 104 Surf Networks Telecom Dsl 50.00
Jan 1, 2010 105 United Security Litilities Alarm 30.00
Jan 1, 2010 106 UPS Shipping 185.92
Jan 1, 2010 107 Edison General Utilities January Electric 555
Jan 1, 2010 108 City Services Litilities Water 54.39
Jan 1, 2010 105 Pacific Properties Rent January Rent 1,280.00
Jan 1, 2010 110 Valley Bell Telecom Local Phone Service 136.95
Jan 1, 2010 111 General Casualty Insurance Property Insurance Policy 187.50

Jan 1, 2010 112 Hamilton Davis Insurance Waorker's Comp Policy 81 92.00 T

Jan 2, 2010 DEPOSIT Deposit ¥

515 visible/515 total fale B yalr
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Selecting is like creating a whole new phone book containing only the information you are looking for. All the
selected data remains visible, while everything else temporarily vanishes. For example, you might ask Pan-
orama to select all customers that have purchased from you in the last six months, or all transactions over
$250,000.

select Blue Cross

Memo

' Jan 1, 2010 VYW Blue Cross Insurance Health Insurance Group X

975.00 m

Feb 2, 2010 Blue Cross Insurance Health Insurance Group X 975.00
Mar 2, 2010 80 Blue Cross Insurance Health Insurance Group X a75.00
Apr 1, 2010 Blue Cross Insurance Health Insurance Group X 975.00
May 1, 2010 168 Blue Cross Insurance Health Insurance Group X 975.00
Jun 1, 2010 i06 Blue Cross Insurance Health Insurance Group X 975.00
Jul 1, 2010 {37 Blue Cross Insurance Health Insurance Group X 975.00
Aug 3, 2010 72 Blue Cross Insurance Health Insurance Group X 975.00
Sep 1, 2010 Blue Cross Insurance Health Insurance Group X a75.00
Oct 1, 2010 Blue Cross Insurance Health Insurance Group X 975.00
Mowv 2, 2010 Blue Cross Insurance Health Insurance Group X 975.00
Dec 1, 2010 329\ Blue Cross Insurance Health Insurance Group X a75.00

12 visible/515 total

Deciding whether to find or select is your choice. Usually find is used when you want to locate a specific item
like an address or price, while select is used when you want to locate a set of information. You can also com-
bine the two techniques—for example, first select a subset of the database, then find a specific item within
that subset.

Note: Some other database programs have a “Find” command that actually does the same thing as Pan-
orama’s Select command (for example FileMaker). These programs do not have a true find capability like
Panorama.
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Selecting with the Context Menu

If you want to select more data that is related to data you can see on the screen, the easy way to do it is to use
the context menu. To see this menu simply right click on any data cell (if you don’t have a two button mouse,

hold down the control key and click on the cell).

. 2009 102 Valley Gas Utilities

, 2002 103 ATAT Telecom
, 2009 078 Surf Netw™Selact Same
R 105 United 5¢  galact Same (Exact)
, 2002 106 UPS .

. 2008 107 Edison Ge Select Sounds Like
, 2009 108 City Servi

,2009 109 Pacificpre Select Next

,2003 110 Valley Bel Select Previous

. 20089 111 General C | ,

,2003 112 Hamilton| >elect First
', 2009 DEPOSIT  Select Last
i ".l'ii.i.l.:llE.l'.E.].S. :n:al. 4k |

Cell Stats...
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Heating
Long Distar
Dsl

Alarm

January Ele
Water

January Rei
Local Phone
Froperty In:
Warker's Ci

The selection options in the menu vary depending on the type of data you click on.

Select Same (Exact)
. Select Sounds Like

| Select Next
t  Select Previous

Select First
Select Last

[ Cell Stats...

. Select Larger
+ Select Smaller
b Select Within 10%

Column Stats...

Text Numeric Date
Select Same " Select Same Value " Select Same Day

Select After
Select Before

Select Same Week
Select Same Month
Select Same Quarter
Select Same Year

Select Next Week
Select Next Month
Select Next Quarter
Select Next Year

Select Previous Week
Select Previous Month
Select Previous Quarter
Select Previous Year

Select Same

The Select Same option selects cells that contain the same value as the cell that was clicked on. For text cells,
this will include cells that are the same except for capitalization (so pat, Pat and PAT would all be treated the
same). If you want only cells that match in all aspects including capitalization, choose Select Same (Exact).
The Select Sounds Like option uses a phonetic option, selecting all cells that sound similar, for example Guti-

eriez, Guteres, Gutierrez, etc.
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For date fields there are additional options for different periods — same week, month, quarter or year. For exam-
ple to find all records in January, just right click on any date in January and choose Select Same Month.

For numeric fields you can use Select Within 10% to find all records that are near the clicked value. For
example if you clicked on a cell that contained 2,000 this would select all records between 1,800 and 2,200.
Select Larger/Smaller

These options apply to numeric cells. For example, right click on a cell that contain $100 and choose Select
Larger to select all records with values greater than 100.

Select Before/After

These options apply to date cells. For example, to find all records before a certain date simply right click on
the date and choose Select Before. If you clicked on a cell that contained January 1, 2007 then Panorama
would select all records from 2006 or earlier.

Select Next/Previous/First/Last

These commands allow you to “walk” through the data, one item at a time. Select Next is like Select Same,
except that instead of selecting data that is the same as the current cell, it selects the next data item. For exam-
ple, suppose you have a database field named Category that contains these seven categories.

Advertising

Payroll

Printing

Rent

Shipping
Utilities

Travel

If you right click on a cell that contains Printing and choose Select Next, Panorama will show you all of the
records that contain Rent. Choosing Select Next again will show you Shipping, then Utilities, then finally
Travel.

Select Previous goes in the opposite direction. If you right click on a cell that contains Printing and choose
Select Previous, Panorama will show you all of the records that contain Payroll. Choosing Select Next again
will show you Advertising.

Select First will show you the first value in the field. In this example you could right click on any cell in the
Category field and choose Select First to see all of the Advertising records. You could then “walk” thru each of
the different categories by choosing Select Next.

When working with date fields you can “walk” thru the data by day, week, month, quarter or year. For exam-
ple, you could start by right clicking on a cell in January and choosing Select Same Month to see all of the
records in January. Then choose Select Next Month to see all of the records in February, then again for March,
April, May, etc.
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Quick Subtotals

Once you’ve made a selection you can click on a numeric field and choose Column Stats from the context
menu to get some quick statistics about the selected records. For example, you could start by selecting all
records in April, then right click and choose Column Stats.

. ide/Show Fis

Date Check PayTo Category Memo Debit Cre¢*

L
Apr1, 2010 221 City Services Utilities Water 49.65 i
Apr1, 2010 222 5Surf Networks Telecom Disl 50.00
Apr 1, 2010 223 Sparkletts Office Supplies 13.81
Apr 1, 2010 224 General Casualty Imsurance Property Insur: 187.50 m
Apr1, 2010 225 United Security Utilities Alarm 30.00
Apr 1, 2010 226 Valley Gas Utilities Heating 36.86
Apr 1, 2010 227 Hamilton Davis Insurance Worker's Com -'_Sl S Valu
Apr1,2010 228 ATAT Telecom Long Distance’. @ -~°ect same vValue
Apr1,2010 229 Valley Bell Telecom Local Phone Se 1/  elect Larger
Apr 1, 2010 230 Blue Cross Insurance Health Insuranc 9]  Select Smaller
Apr 1, 2010 231 Edison General Ltilities April Electric 11 Select Within 10%
Apr 1, 2010 232 Pacific Properties Rent April Rent 1,51
Apr 1, 2010 233 UPS Shipping w
Apr 3, 2010 DEPOSIT Deposit 1 T
Apf 6, 2010 234 Miller Industries Purchases Invoice 96646 818.63 v
42 visible/515total ||| 4! =

A small window appears displaying information about the debits in the currently selected records, including
the total, count, average and standard deviation.

AT 1, S e s JIUTT NELYYLUH KR I ST LAl fe LW LW LW
| Apr 1, 2010 223 Sparkletts Office Supplies 13.81
| Apr 1, 2010 224 General Casig : aaty Insur: 187.50 m
 Apr 1, 2010 225 United Secufle 30.00 '
. Apr 1, 2010 226 Valley Gas total: 17,708.74 ) 35 EE
- Apr1, 2010 227 Hamilton Dal o r's Comy [IEEDE
CApr1,2010 228 AT&T it i 278. ?1
. Apr 1, 2010 229 Valley Bell verage: 466.0195 *hone S 122.93
. Apr 1, 2010 230 Blue Cross | ey Insurant  975.00
 Apr 1, 2010 231 Edison Gene/lmm .1 117.97

Close the window when you are ready to do further processing.



The Find/Select Dialog

Panorama locates information by scanning through the entire database looking for data that matches your
criteria. The Find/Select dialog (Records->Search) allows you to specify the criteria for locating informa-
tion— including the field (or fields) containing the data, the kind of match you want (contains, exact match,
greater than, etc.) and the match value (the data you are looking for).

Panorama File Edit View BUEGIGEE Fields Setup  Action Wizards Window
Add New Record  3E

Delete Record
Delete Multiple

Search Find /Select... 3%F
Sort Select All

Analyze . :
Find Previous

Find Next

Find & Replace...

Select Reverse
Select Summaries
Select Duplicates...

Tip: You can also open the Find/Select dialog by clicking on the record count displayed in the lower left hand
corner of the window.

click in this box to open Find/Select dialog

Il-hfﬂ

70 visible/515 total Falnt ' Yal» 2
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Here is what the Find/Select dialog looks like when you first open it.

“ cancel | Find “f—m-}

E Live Preview
| Any field contains &) () |
| Farst | Last inrgarimﬁun — iTlth | Address |ﬁty IEt |zip |Ba'th|:hy'
| Sarah Sharp First Graphic Inc. Banefits Aide 22494 M York Place Bayamaon PR 00613 Februar &
: Charles Schneider  MWorth Marketing Limited Budget Analyst 66 5 Locust Cir Bayamaon PR 0619 Decemtf ™ .
| Andrea Greenberg Direct Szles Intl Wice President 201 E. Mottingham Ct Caroling PR 00630 Februar|] ]
: Diana Santos Southwestern Graphics Ltd Inventory Control 11067 M. Eep:ul'.-eda Biwvd Cidra PR 00639 August I
- Denise Gamett Oklahama Laboratones Institute Auditor 5345 W Culkin 5t. Hurnacao PR 00661 Februar
| Lewrance Hirsn:h Micro Serv Assoc . . .Paﬂ_-.-:r-:nll Clark 3.3325 | Eleltw.sl_'.' .Rt ls.abela PR 00662 Decemt
David Toumes Wield Enl:er]:-rise.s Asszoc, Sales Associate 1092 West Travis Apt Mayaguez PR 00681 June 1E
: Craig Beatty Great Planning Lab Service Ii.ente.' 280 5. 2Md Way Mayaguez PR DO6B1 .{Ictmm
| Brenda Lot llinois Metwork Services Asst Labor g4t W Lakewview Court Mayaguez PR 0O6BT June 2E
: Szanley Denton First Graphic Industries Employes Benehits 26947 W. Richmond Tauco PR 0698 May 3,
- Joanne Hestar Michigan Concepts Services Safety Analyst 8024 W. Stonehaven 5t.  Aibonito PR 00705 January :
i Cynithia Howe Professional Records Institute General r-'lar;ager 33743 South Tech 5t Aibonito PR 0O705 May 29 v
| 1.000+ matches/10,000 total | < | » (§8) Faw

By default the Find/Select dialog searches all fields in the database. Simply type in the word, phrase or name
you want to search for. If the Live Preview option is checked, a preview of the search results will appear
immediately as you type. Here’s an example of a search for engineer. In this example engineer has been
found in both the Organization and Title fields.

“ cancel | Find “f—m-}

E Live Preview .

-3 engineet] [+

First '

|Last inrgarimﬁun iTlth Address |ﬁty IEt |zip |Eu'th|:h'_v !
| Marcus Phillips Little Architects Corp. Quality Assurance 549 'W Grove Ct Hadley MA 01035 July 2314
: WMary Atkinson Starford Industrial Services Engineering Teck 697 'W. Whitney Cir. Northampton MA 1063 Septem ™ .
| Linda WMichael Chark Digital Intf Assistant Engineer 4 E. Raymond Dr. Shutesbury Ma 01072 Decemtl] ]
: Annga Hammaond  Dartmouth Engineering International  Community 2978 Berkshire At Wast Springheld MA 010B9 Octocbe I
| Donald Simons Middlesex Energy Inc . Assistant Iéngineer 39491 5. Tremont Place Ft.Devens MA 01433 March 2
| Walt.e.' Lund Worthern Gas Corp E.ngineeriné éEa‘- E Dover RE . Worcester WA 01802 Juby 17,
Jasan H;-;-rrun Johnson Electronics International Engineering Tech 45887 5W Humbcldt Rd. Woecester MA 01608 Apel 1€
: Cynithia Doyle Little Engineenng College Budget & Research 7B26 5 Lee Place Hopkinton WA 01748 .{Ictmm
| Micole Gilrmore Venture Union Assoc Wechanical b4 ME. Arizona Cir Sudbury MaA 01776 January
: Carl Jenkins Chicago Clinic Systems Engineering Aide 5307 W Brown 5t MWorth Billerica  MA O1B&2 May 4, I
| William Morsa Coast Cormmunication Corp. Engineering 15418 & Pacifhc 5t Canton MaA 02021 March 7 :
i William Gorman lowa Art [ntd Engineerinﬁ Aide 43029 M Stanford Rd. Dover MA 02030 Fe I:ur'uar. v
g’ EGEMEthEyGDI:u:u_:.:._ta =TS E : : : T ;’.
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Selecting a Subset

To actually select a subset of the database, press the Select button. Panorama will scan through the entire
database and select the records that match the criteria you have specified. The selected records remain visible,
while the records that do not match temporarily vanish. Panorama displays the number of selected records in
the lower left hand corner of the window.

select any field contains engineer

B 00 My

= o A |
First Last DOrganization Address City & |
Marcus Phillips Little Architects Corp. Quality # ssurance Engineer  REERRYE SR Hadley
Mary Atkinson Stamford Industrial Sengtes Engineering Tech 687 'W. Whitney Cir, Nurthamptunm
Linda Michael Clark Digital Intl Assistant Engineer 4 E. Raymond Dr. Shutesbury I
Anna Hammond  Dartmouth Engineering Internation: Community Relations Director @ 2978 Barkshire Rt Wast Springh
Donakd Simons Middlesex Energy |nc Assistant Engineer 39411 5. Tremele: Place Ft Devens
Walter Lund Morthern Gas Corp Engineering Supervisos | 284 E Dowver Rt Worcester
Jdasan Herron Johnson Electronics International  Engineering Tech 45887 5W Humbaoldt Rd. Woecaster
Cynithia Dowle Little Engineering College Budget & Research Derector 7H26 5 Lee Place Hopkinton
Nicoba Gilmore Ventura Union Assoc Mechanical Engineer 464 M.E. Arizona Cir Sudbury
Carl Jenkins Chicago Clinic Systams Engineering Aide 5307 W Brown 5t. Morth Billerice
William Morsa Coast Communication Corp. Engineering Supervisor | 15418 5 Pacific 5t Canton
William Gorman lowa Art |ntl Engineering Aide 43029 N Stanford Rd. Dowear
Denise Bothman Coast Images Systems Engineering Aide 35 W &Th Ter Cambridge
Kenneth  Hart United Publications Assoc. Engineer 757 MW, Mountain Circle Mewton
Caraol Black Ohio Engineering Industries Budget Analyst 28527 W. Inverness Ave. Waest Harwich
Karen Barlin Matrix Studic College Engineering Aide 31264 5. Feimount Awve Morth Scituat, |
Richard Wolter Academy Engineering Assoc Travel Coordinator 44898 M. Ferry Ave Saunderstowl . I
Laura Hardy Hamilton Envircnmental Ino Mechanical Engineer 3707 M.W. Beaver Dr Providence i
Anthony  Bischeff  Nort int Technolooies Engineering Su S0 | 867 § Shew Ter Morth Provide b |

505 visible 10000 total A4 ﬁs A

current selection (505 records contain engineer)

To restore the invisible records, choose the Select All command from the Search Menu.

To make a different selection, simply use Find/Select again. The original selection will vanish and the new
selection will become visible. (You do not need to choose Select All before selecting another subset.)

Note: If your database is large and you have selected only a few records, you may find that Panorama seems
sluggish. Remember, Panorama may be skipping over hundreds of invisible records that are between the vis-
ible records on the screen. When you use Select All, Panorama’s normal blazing speed will return.

Note: After you have selected a subset of the data, you may find that you cannot move the data sheet scroll
bar to the very top or very bottom. This will happen if the first or last record is not one of the selected (visible)
records.

Find and Find Next

Another way to locate data is to “find” it (see “Finding vs. Selecting” on page 139). There are two ways to
find a record — either double click on it in the preview or press the Find button. Double clicking on a record
in the preview closes the dialog and causes Panorama to jump to the actual record in the database. When you
press the Find button, Panorama will go to the top of the database and start scanning. When Panorama finds
a data cell that matches what you are looking for, it stops scanning and displays the information it has found.

To resume scanning for additional matches, use the Find Next command (if there aren’t any more matches,
Panorama will beep). To scan backwards, use the Find Previous command. (You can also use Find Next and
Find Previous after double clicking on a record in the preview.)
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Creating Specific Search Criteria

Panorama allows you to set up detailed criteria to narrow a search down to the exact information you are
looking for. You’ve already seen the most general search, for text contained in any field, now we’ll look at
how to narrow a search to more specific criteria.

Searching a Specific Field

To search in a specific field instead of all fields, choose the field you want to search from the pop-up menu.

X0 Find/Select Records in My Address Book
@ ol g 7 #/~» | [ Cancel Find | Select )
ALL of thi Tobown g Bns True: - E Livee Previisa

Any field contains i) | engisaer +
Frat Entire record Tl Adchean oy Bide
WarTum Formula is true P Qality Admumance [ngenper B4 W Grgray Ct iy CE R b Y
L | Serwcrs Lgoerres Tech B W W Sy O Northampicn WA G106 T
Linca flr"'.“ Anratans [ regaes 4 L. Aaymcngs Dr S ey KLY E'-‘I.’El
Aurima ll\]'.;-t FrETE] T T N Cosrrrmianahy Redg baong SN Bprcdere 5 Weet Sponghasd WA O10N
Segid Elrg anization e Apputars Ergnesr 19411 & Tremont Meca It Devera WA 0143
e w e R T TRE £ Doaer 25 Weornaahar EA TR
lapcn MHI“EH § e o Lofjrpprivg Tach 45307 5 W Fiomboich Bl Worcesier A 1D
Cyrvihig Eil_'.l e Bucget & Sesearch Dewevee  TEZE 5 Len Slace [Enrreey 0 T
o e S:ate B Wipragre sl T rajeniy A BLE. Araoeg T iy A ST
o ; BT T r) e re] Al SR W Brgwn By L B & CTRE
[T Eln an Coep frujrapgrind) Siapepreaor 15478 & Paxitc 5t Camnon A D207 & |
weew  Dirthday Engreeeng At 43029 ¥ Bsafrd 3. Dowe MA 020 ®

s Email
Phonel
Phone?

Once you’ve selected a field you also have the option of selecting a comparison method for matching the data
with the field. The matching options available will change depending on the type of field you have selected
(text, number or date). Matching options are covered in more detail later in this chapter.

MO Find/Select Records in My Address Book
@ﬁ;&;-_f‘-}ml' “#f-w [ Cancet V[ Find "m
ALL & th Tobiwg S0 Tris E E Liwee Prevew
T 3 Contains | ¢

Frat Lait Drgarsatn Does Mot Contain ity ke

Begins With

Ends With

15 BEqual to

Is Mot Egual to

I5 Less Than

Is Greater Than

Is Less Than or Equal To

15 Greater Than or Egual Ta

Is Mot Empty
V6 |5 Empty

Contains the Word
Sounds Like

Matches (Wildcard)
Matches Exact Case

Length is Between

Mumber of Words is Between
Number of Lines is Between
Is All Upper Case

Is All Lowwer Case
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Once you’ve selected the field and matching option you can type in the data you are looking for. If the Live
Preview option is checked the preview will update as you press each key. In this example the search done
earlier in this chapter has been narrowed to show only records where the job title contains engineer, instead

of engineer being in any field.

] ( Title +) | Comtains 0 enpineer +
P |Last | Organization | Tite | Address City |5t |ze |E
1 Marcus Phillips Licthe Aschitacts Corp. Quakity Assurance Engenesr 549 W Grove 1 Haday MA 0103 4

[ Wary Atkinson Sramiford Industhial Seraces Enganbering Tech BIT W. Whitney Cir, Marthampton MA 006 T |
jI Linda Michael Clark Digital Inyd Aszisient Enginger 4 E. Raymond DO, Shutesbury MA 0107 |

i Dinald Sirnons Whidlesesx Enengy Inc Assistant Enginesr 39411 5 Tremont Place Pt Devans MA 0143 '
| Walter Lund Marzhern Gas Comp Engineering Supervsce 284 E Dover Rt Werceater MA 0160

i lason  Heron lamnsan Elactronics intornational  Engineering Tech 45887 SW Humboldt Rd. Worcestar MA 0160

| Mol Gilmore Wenture Union Assoc Wechancal Engineer 454 MLE. Arizona Cir Sudbury MA 0177

| Carl Jerikife Chazago T Sydtems Eriffaremring Alde S301 W Bnown 5L Marth Billerica  MA D186

] Willam Morse Coast Communecation Corp. Enginocring Supenesce 1541 E & Pacific 5t Canton A G202

g Willigm Gaman lowa Ar Imtl Engeneering Aide 43029 N Stanford fd. Daovvar WA 0203 -
] Dence Bethman Coast images Systems Engineoring Aide 35 W 6Th Ter Cambridgs MA D214 &

[I Kenneth  Hart United Publications As=ac. Engineer 757 BLW. Mountain Circle  Mewton MA D216 ¥ .
I 421 matches/ 10,000 total | 4 | & E J4e ,,j.l

Compound Searches

To search for multiple terms at once, press the + button at the far right end. This adds another row to the

search criteria.

1
|-ALLnTmTﬁhwiﬁgnrr=um: 5 i Live Preview |
—_— —_— — | add rOW
I Ticle #1 [ Contans & | engineer - f/
Any field contans 2 - |
érnr. | Lot | Crganzation Tithe Agkdrasy | Gy ix ﬂﬁ\ de|6te row
| | |
| Murers  Phiips Little Arghiteets Coep. Qualiny Assurance Engingsr 549 W Greng C1 Faddley MA 0103 l|
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In this example I've revised the search to show engineers in Colorado.

Page 149

| 9 matches/ 10,000 total

R

| ALL of the following are true: $)

'~: T|.|:J-n 2) 'El:ln_ﬂm :,n engineer

( State $) (s Equal to S
First | Last Organization | Titie | Address City |
Stecay Hogan Park Records inc Engingering Aide 7358 W, Blackstone fwe  Domirer
Arthur Middlsten  Cal Labs Internationsl Quaity Assurance Engeneer 343 West Alexander Ct - Thamton
Earl Meguine Anderson Desagn Productions Engineering Supenvsor 66594 E White Rd Bailey
Judy Hubbard Thomas Marketing Corp Engangering Supenssor -I'-I'I.‘,'! 5. Mewada Cir, Fart Collns
Barbara  Field Richard Aehabilitation Technologies  Assistant Engineer 1185 5 Bayshare Or Fort Collns
Harold Klain Micro Airerafy Comp Mechancal Enginssr 33244 WL Chesspeake Oy Loveland
Eandra Gattlieh Mask Power Co Enginerering Superescr 227 MW. Arden Court Greeley
Ra:.-'_mnrrnl {Irtt Middieses -’Jes:gn_s_ﬁlsm-: Enﬂ:me'enng Am 033 'lu'nl'a_st Fn:tnrmon-cf Cir {.‘rip_-plt E.‘re-lh
bary dermy Hationg' Photo [ndustnes Engineoring Aide 18633 E Sunrise 5t Basalt

g 888 8dBa8 ¥
]

8162

L I 2

You can continue adding multiple search rows as necessary, for example here I’ve narrowed the search down

to engineers in Colorado born before 1965.

ALLDHMEnﬂmﬂngarem

'\-_-

{ Tu:Ja At -Enn_l::m :; e ireer -
( State ) | ks Equal to ) o -
(" Birthday 2 | Is Before $) (17171965 -
Asthur Midgdi=von  Cal Labs Internatanal Qualty Assurance Enginesr 343 West Alexander Ot Thamton CO 8024
Earl Meguire Anderzon Design Productons Engincering Supenascs 6694 E White Rd Bailey Lo 8042
Judy Hubtard Thamas Marketing Corp Engeneering Supervsor 419 5. Nevada Cir, Fort Collng C0 8052
Harakd Klen Wicro Awrcraft Conp Mechancal Engineer 33244 N Chesapeake Or  Lovedand €O 8053
Sandra Goitheb Mask Power Co Engineering Supervzor 227 MW, Arden Court Crestey OO 8DE3-
Wary Barry HNational Phato Industres Engineering Aide 16633 E Sundise 5t Basalt 0 8162
| 6 matches/ 10,000 wotst | 4 - ) IR

Once you’ve narrowed the search down to the subset you want you can press the Select or Find buttons to
apply the search to the actual database. (You can also save this search for later, see “Managing Queries” on

page 160).
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Compound Search with AND/OR

Normally when you specify multiple criteria they must all be true, in other words, each criteria is ANDed
together. In the previous example, a record matches if the Title contains engineer and the state is CO and the
birthdate is before 1965. Using the pop-up menu at the top left of the dialog you can change how multiple cri-
teria are combined.

':4-1- v ‘: Cancel :'l"- Find

click to choose

1 Title %) | Contams 50 i
how rows are combined - . R _
Title 4 ( Contans 2 [ g v e
| First | Last | Crganization Tiths Addros | Gy

: : P S ambaon Gy Ceep Ergpinstring Sups s 284 E Desrer Ar Wesnea
ALL of the following are true: | = =
. , { Willaem biorse Coast Communication Corpe Enginpering Supervsoe 15848 S Pacihe St Cantan
ANY of the following are true: e . = T i
! - Anthony  Dischoff Harth Print Technoiogies Enginpering Supervisor BET £ Shaw Ter fdoeth
_r HUME :I'F Ih! fl:ﬂfﬂw'll'l:g are true: I:; i P Iasatacn Fufurs Adwmsan. indesires Engerusering Suparvise G857 5. Avpert fve Aratal
| Robecca T Ceorgia wmage Ing. Ergnirifg Supsrvo 450 M.E. Carson Trad Wesz
Dianie SEvrToi Daltas s Corpe Engineering Supensaor GE0 M Scomnes Way Wi
§ Joan Flynin Arcansas Art Inc Engineering Supervscr 0526 5 20Th Rd Cos Ciok
i Lechand  Lod Coadd Edctsic Fsmatonal Engindriteg Sufareniss 596 5. Ekdride Cir, et
1 Eng Bischoll Exat Aeakoss Foumdation Engniiring Supandsss ESD Robe Tor Mgy Wi
D Belden Carcdna Sales Co Engrnierng Suparysor 41288 N Greewech B2 8 Whits

0

&4 matches! T 0,000 ot

By changing this pop-up menu | can search for anyone who is either an engineer or a supervisor.

Oas 1,? & F’+f-- -::anceljr' Find ji-mus—ﬂ
.\‘- 1
|_ANY of the Foliowing are true: ) & Live Preview |
]
| T'-uﬂ -_: i -Dtl"ia-'m :._ll Fid e T |

( Trde ) | Contains 2] supervizor (=)
| First | Last | Organization | Titde | Address Gty st 20 1)
Stanley Denton First Graphic Industrics Employee Benefts Superesor 26047 W, Richmaond Yauco PR D65 & |
Ronald Cldridge Columbea Chemical Lab Records Supervisor 148 MLE. ENict Court St Themas Wl DB &J

Kaith Moyers Lawrence Sales ntl Mad Bervice Supenisor 542 E Craek Cir. Chester A 0101

Or, | can find anyone who is neither an engineer nor a supervisor.

. NONE of the following are true: ™) W Live Preview
| T[H-H -: L ctln-:a-lm :I.Il Eﬂg"‘ﬁ'ﬂ' =i
( Tire ) | Contains 2] supervisor (=)

1 First | Last Organization | Title |.l-#m ity | 1 lIﬁ I‘
Sarsh Sharp First Graphic Inc. Banchits Aade 22494 M York Place Bayamon PR OOG1) & |
Charles Schneider  Morth Marketing Limited Budget Anabyst 66 5 Locust Cr Bayamon PR OOBYTY
Andrea Greanberg  Direct Sales a2l Wice Pressdent 201 £ Mottingharm Ct Carohna PR D&E]lﬂ
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Search Options (Text)

When searching in a text field there are almost two dozen options for determining whether data is a match.

L L e Ll R Tr" il 0 LT P F

Frat Lt Irgarsaten, Does Mot Contain ity Bike
Begins With
Ends With

I5 Equal to

Is Mot Egual to

Iz Less Than

Is Lireater Than

Is Less Than or Equal To

s Greater Than or Egual To

Is Not Empty
6 s Empty

Contains the Word
Sounds Like

Matches fWildcard)
Matches Exact Case

Length is Between

Mumber of Words is Between
Number of Lines is Between
Is All Upper Case

Is All Lower Case

Contains — Any data cell that contains the match value will be identified as a match. For example, if you ask
Panorama to locate cities containing an, it will locate cities like Anaheim, Lansing, Los Angeles, and San Jose
since they all contain an. Notice that capitalization is ignored, so an, An, AN, and aN are all acceptable
matches.

Does Not Contain — Any data cell that does not contain the match value will be identified as a match. For
example, if you ask Panorama to locate phone numbers not containingcontaining (714) it will locate phone
numbers in other area codes. Capitalization is ignored, so an, An, AN, and aN are all equivalent as far as this
option is concerned.

Begins With — Any data cell that begins with the match value will be identified as a match. For example, if
you ask Panorama to locate states beginning with co, it will locate states like Colorado and Connecticut. Cap-
italization is ignored, so co, Co, CO, and cO are all acceptable matches.

Ends With — Any data cell that ends with the match value will be identified as a match. For example, if you
ask Panorama to locate baseball teams ending with sox it will locate both Red Sox and White Sox. Capitaliza-
tion is ignored, so sox, Sox, SOX, and sOx are all acceptable matches.

Is Equal to (=) — Any data cell that exactly matches the match value will be identified as a match. An exact
match means just that. The spelling, punctuation, and capitalization must be exactly the same—for example
red will not match RED or Red.

Is Not Equal to (#) — Any data cell that does not exactly match the match value will be identified as a match.

Is Less Than (<) — Any data cell that is less than the value in the box on the right will be identified as a
match.

Is Greater Than (>) — Any data cell that is greater than the match value will be identified as a match.

Is Less Than or Equal to () — Any data cell that is less than or equal to the match value will be identified as
a match.

Is Greater Than or Equal to (=) — Any data cell that is greater than or equal to the match value will be iden-
tified as a match.
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Contains the Word — Any data cell that contains the specified word will be identified as a match. The word
must not be part of a larger word. For example, if you specify contains the word engineer it will not match
engineers or engineering.

Sounds Like — Any data cell that “sounds like” the match value will be identified as a match. Panorama
uses a special algorithm to determine which values sound like the match value. This algorithm is not perfect,
but it does work pretty well. For example, if you are looking for someone named Luboviski but you are not
sure if it is spelled with an i, ie, or y, the sounds like match will save the day.

The sounds like match can be used with more than one word at a time. For example, if you are searching
through a video rental database for the movie Escape from New York, the sounds like algorithm will find it
even if it is misspelled Escapade from New York. If any word in the match value sounds like any word in the
data cell, the data will be identified as a match.

Note: If two words do not start with the same letter, the sounds like algorithm will not think they sound alike.
For example, sounds like does not think that Chris and Kris sound alike.

Matches (Wildcard) — This option allows you to create a “pattern” for comparing data. The pattern allows
you to set up very flexible “wildcard” matches where some characters must match but others don’t have to.
The pattern must contain one or more “normal’ characters (letters, numbers, punctuation, etc.) and also may
contain one or more of the wildcard characters ? (question mark) and * (asterisk). The ? wildcard character
will match any character in this position. The * wildcard character will match any number of characters in
this position.

A few examples should help to make the operation of the wildcard characters within the pattern clear. Sup-
pose you want to find all records where the first three digits of the zip code are 926, and you don’t care what
the last three digits are. The pattern will be 926?7?. This pattern will match any five digit zip code that begins
with 926. It will not match if there are less than or more than 5 characters in the zip code.

If the pattern is changed to 926*, Panorama will match with any zip code that begins with 926, no matter
what the length is. It could be three digits long or thirty — Panorama doesn’t care and will say that it matches
as long as it starts with 926.

By changing the pattern to 9267?7* we tell Panorama to match any zip code that starts with 926 and is at least
five characters long. The zip code could be 5, 6, 7, or 70 characters long, but will not match if it is only 3 or 4
characters long.

character long string with a - (dash) in the sixth position.

Suppose that you wanted to find everyone in your database with the last name Johnson and the first initial J.
Assuming that the first and last names are stored in a single field, you could use the pattern | *j ohnson to
locate the person (or persons) you are looking for. The match option doesn’t care about upper or lower case,
so this pattern would match Jerry Johnson, jim johnson, or JOHN JOHNSON. (It will also match weird data
like j346ujohnson or j@#opcjohnson, so take care to watch for unexpected matches.) If you want upper and
lower case treated as different characters use the matches exact case option (see below).

Matches Exact Case — This option is the same as the matches (wildcard) option (see above), except that any
letters in the data must exactly match the pattern, including upper vs. lower case. For example, if the pattern
is J* Johnson, names like Jerry Johnson will match, but JERRY JOHNSON will not match.
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Length is Between — When this option is selected there are two match values, the minimum and maximum
length (in characters). In this example this option is being used to search for organizations with unusually
long names (more than 35 characters).

] = .
OO Find/Select Records in My Address Book
Qad v @ “+/- ) [ cancel (" Find ) € Select
5 == ¥ dnce ] In .
ALL of the following are true: C W Live Preview
-Drga"q Zation - Length is Between = | 2% and | 100 -+
First | Lest | Organization | Title Address City st (Zip i
Chriszing  Kodas Michigan fehabilitaton Proguctions  Budget Anabyst 1932 E. Wildwood Apt San Juan PR G080, &
Anana Hamimond Dartrecuth Enginesenng intemational Community Ralatsons 2978 Berishira HE West Springheld Ma 0108 Y
Christing Wercier Acadermy Envirgnmenia! Inbemational Sensor Arts Specaalist 16812 M Franidin Sireet Waliham A QZES
Casraiymn Brandt Hasmilton Photographer intemational  Loss Contrad Coardinatos 7505 £ Whettser Parkway Pocasset MA D255

Number of Words is Between — When this option is selected there are two match values, the minimum and
maximum number of words. In this example this option is being used to search for job titles with only one
word in them (excluding compound titles like vice president or security analyst).

ave"s) Find/Select Records in My Address Book
2 b - R T L — AL — "
@ bl ad f' +/- v Cancel | Find - Select
ALL of the following are true: C W Live Preview
Title - Numbser of Words 5 Between - E and | -
First | Last | Drganization | Tiithe Address iCity St | Zip i
Danso Gasret Olclahoma Labsaratores institute Auditar 5345 W Culon 5L Humaczo PR DOGG &
Linda Staufier Stamford Sports College Machinist 247181 W. Oxford Blvd. Cayey PR 0O73)Y

Kannath Bailchavin Ohio Hospital Inc Analyst AR020 Sauth 14ThH Ban Juan PR D00

¥ Sy . i - - s

Number of Lines is Between — When this option is selected there are two match values, the minimum and
maximum number of lines. For example, you could use this to find all records where a cell contained more
than one line by using 2 for the minimum number of lines and 9999 for the maximum.

Is All Upper Case — Any data cell that contains all upper case characters (for example AZ) will be identified
as a match.

Is All Lower Case — Any data cell that contains all lower case characters (for example west) will be identi-
fied as a match.

Is All Word Caps — Any data cell that contains words with the first character captialized (for example San
Diego) will be identified as a match.

Is Not All Upper Case — Any data cell that contains any lower case characters (for example az) will be iden-
tified as a match. This is useful for double checking that a column is all upper case (for example a column of
state abbreviations).

Is Not All Lower Case — Any data cell that contains any upper case characters (for example West) will be
identified as a match.

Is Not All Word Caps — Any data cell that contains words with the first character lower case, or any other
character upper case (for example hOusTon, CHICAGO or philadelphia) will be identified as a match. This is
useful for double checking the capitalization of fields containing proper names.
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Search Options (Numbers)

When searching in a numeric field there are over a dozen options for determining whether data is a match.

Find/Select Records in Corporate Checkbook

s W
4 _I ﬂ e A e

Qe @ (#4-v) (_Cancel )(_Find )

ALL of the fiollowing are truse: E Live Preview

= 9 oo :
. Is Not Equal to | Crede
12, 7305.00
5,985.82
3.772.42
1.1 105E
4,953.39
4.064.34
3,725 66
L. 244,08
5.313.53
5. 222.85
4, 32815
5,244.65

Data : Chach | PayTa
Jan 1, 2009 OPERING BALANCE
dan 2. 2009 DEPQSIT
dan 5, 2008 DEPOSIT
lam 16, 2000 DEMQEIT
Jan 23. 2009 DEPQSIT
dam 30, 200% DEPOSIT
Feb &, 2009 DEPOSIT
Feb 13, 2000 DEAQSIT
Feb 20, 2009 DEPOSIT
Febh 27, 200% DEPQSIT
Mar &, 2009 DEROQSIT
Mar 13, 2009 DEPOST

33 matchess515 votal

B.nll.rl:n_
12, 739.00
5.985.82
21.382.39
24,492,095
25,446,344
3211068
3. 725.66
L2444 08
2718547
12.412.46
17,240.59
22.485.24

Is Between
Is Not Between

Is Less Than

Is Greater Than

Is Less Than or Equal to

Is Greater Than or Equal to
Is Near (10%) to

Is Not Empty
Is Empty

Is an Integer
Is a Multiple of

Is Equal to (=) — Any data cell that exactly matches the match value will be identified as a match.
Is Not Equal to (#) — Any data cell that does not exactly match the match value will be identified as a match.

Is Between — Any data cell that contains a value between the two specified match values will be identified
as a match.

Check : | Is Between SREL and | 155 +
Data | Check | PayTo | Category | Memo Debit | Cradit Balance
Feb &, 2005 1530 Sparklerts Oifice Supplies 13.98 28.165.17
Feb Z, 2009 157 Pacihc Propartes Rent February Rant 1. 580,00 17.563.50
Feb 2, 2009 152 Poly Payroll Serdces Payrall L7727 2647853
Fab 9. 2009 153 Fry's Eectronics Office Supplies 1592.48 28.768.09
Feb 9 2009 154 ‘aley Publications Adhvariisng Inwoece 1462 923.74 15,857 &0
Feb O, 2009 155 Clark Supply Purchases ek 10455 J1E.50 20260 44

Is Not Between — Any data cell that contains a value outside the two specified match values will be identi-
fied as a match.

Is Less Than (<) — Any data cell that is less than the value in the box on the right will be identified as a
match.

Is Greater Than (>) — Any data cell that is greater than the match value will be identified as a match.

Is Less Than or Equal to (£) — Any data cell that is less than or equal to the match value will be identified as
a match.

Is Greater Than or Equal to (2) — Any data cell that is greater than or equal to the match value will be iden-
tified as a match.
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Is Near (10%) to — Any data cell that is within plus or minus 10% of the specified will be identified as a
match.

Is Not Empty — Any data cell that contains a value (even zero) will be identified as a match.

Is Empty — Any data cell that does not contain a value will be identified as a match. In other words, this
option locates completely blank fields.

Is an Integer — Any data cell that contains an integer value will be identified as a match. For example, 1, 2,
45 and 5,687 would match but 1.27, 9.87 and 764.12 would not.

Is a Multiple of — Any data cell that is a multiple of the specified value will be identified as a match. For
example if you specify 2 then 2, 4, 6, 8, etc. would match, while any other numbers would not.

Search Options (Dates)

When searching in a date field there are over a dozen options for determining whether data is a match. When
specifying a date you can use Smart Dates (see “Entering Dates” on page 200), so you can use dates like
March 12, yesterday, or last tuesday.

®'8s Find/Select Records in Corporate Checkbook

@ & ;,{%3' > @ & { Cancel ’ -F-im:lu_ﬁ'f Select )

ALL of the following are true: s # Live Preview
Date | Chock | PayTo catey |15 Not Equal to Dekit Crodit | Balance |
Is Befare
Is on or Before

Is After
Is an or After

Is Between
i1s Not Between

Is Not Empty
Is Empty

Is Within 3 Days of
Is Within 7 Days of
Is Within 1 Month of

Is Equal to (=) — Any data cell that exactly matches the match value will be identified as a match.
Is Not Equal to (#) — Any data cell that does not exactly match the match value will be identified as a match.

Is Before — Any data cell that contains a date before the date you type into the box on the right will be iden-
tified as a match.

Is on or Before — Any data cell that contains a date before or on the date you type into the box on the right
will be identified as a match.

Is After — Any data cell that contains a date after the date you type into the box on the right will be identified
as a match.

Is on or After — Any data cell that contains a date after or on the date you type into the box on the right will
be identified as a match.
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Is Between — Any data cell that contains a date between the two specified dates will be identified as a
match. In this example all checks between last friday and today are selected (the example was taken on
March 30, 2010).

&T¢" e Find/Select Records in Corporate Checkbook
-'S’- .-"-'_ . i I.r_ R— _r__ —
Gy 4 ' Cancel | Find | F Select
ALL of the following are true: C W Live Preview
Cate - Is Betwoen - -J.ait Tr'l and  today -
Data | Cheech | PayTo { Category | MesTio _ Debit | Cradit Balance
War 27, 2010 DEPFOSIT Depcuset 1.761.53 31.293.87
War 30, 2010 213 D¥hoe Max Office Supplies 134.97 26.,932.09
War 30, 2010 214 Telon Productons Purchases kecice TATE3 Teg.08 14,572,598
War 30, 2010 215 Precson Mastice Purchases Mvoene 42862 411.58 12181 .20
Mar 30 2010 216 Staples Ofhce Supples 153.16 27 0EF .05
Mar 30 2010 217 Poly Payroll Seraces Payroll I I 7.808.E5
War 30 2010 218 MiFer Industries Purchases nvoece AT187 400,48 13.760.52
ke 30, 2000 2189 Post CHfice Shipping 05 3= 10.985.47
Mar 30, 2010 220 Airbome Shipping kpecice 340971 33,19 10,852 22

Is Not Between — Any data cell that contains a value outside the two specified dates will be identified as a
match.

Is Not Empty — Any data cell that contains a any date will be identified as a match. Blank cells will not be
selected.

Is Empty — Any data cell that does not contain a value will be identified as a match. In other words, this
option locates completely blank fields.

Is Today — Any data cell with today’s date is identified as a match.

Is This Week — Any data cell in the current week is identified as a match.

Is This Month — Any data cell in the current month is identified as a match.

Is This Quarter — Any data cell in the current quarter (3 months) is identified as a match.
Is This Year — Any data cell in the current year is identified as a match.

Is Within 3 Days of — Any data cell that contains a date within 3 days of the specified date will be identified
as a match.

Is Wlithin 7 Days of — Any data cell that contains a date within a week of the specified date will be identi-
fied as a match.

Is Within 1 Month of — Any data cell that contains a date within a month of the specified date will be iden-
tified as a match.
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Query Errors

It's possible to create a query that doesn't make sense -- for example asking Panorama to match all records
with dates between a and b. When this happens Panorama will display a pink background behind the query
line that doesn't make sense, along with a red alert triangle.

and b +

Ll
i
i

ﬁ Cata : Is Betwioon

Click the red alert triangle to see the exact problem (in this case Illegal Date).

4 il lilegal date.

Search Options (Entire Records)

Most searches are based on specific fields, but there are also about a dozen criteria that apply to entire
records. (Keep in mind that these criteria can be used in any combination with other search criteria.)

Entire record ; Is Already Selected &

Data | Chock | PayTa categ IS Not Already Selected  Crodt Balanca
1an 1, 2009 DPENING BALANCE D 2 719.00 12.73%.00
ian1,2008 100 Spacklerts ot 15 @ Data Record 32.841.98
1an 1, 2009 101 Blue Cross msud 1S @ Summary Record 13,135.68
Jan 1, 2009 102 Valey Gas Unalitit , 16,811.74
Jami 1. 2004 103 ATET Tekeo First NN records 17.217.83
Jam 1. 200% 104 Surfl Metworks T Last NN records 1703088
an 1, 2000 105 Unted Security Uit 16.781.14
Jan 1, 2009 106 PS5 Shipp Every other record (1, 3, 5...) I 7.850,54
Jan1,2008 107 Edison General sy Every other record (2, 4, 6...) 16.915.43
lan 1, 2008 108 City Service Uitshith 16,861 .04
2 Ao ' Every 3rd record (1, 4, 7...)
Jan 1, 2009 108 Pacific Propertes Rent E 3 d d |:E 5 B } 18.036.46
Jan 1, 2004 110 Valey Bell Tedfec vEFF 70 NeCor ke ey 1 7.080.538
T b e A o ' Every 3rd record (3, 6, 9...)

Is Already Selected — This option allows new selections to be partially based on the results of previous
selections. If this option is chosen, only records that were already matched in a previous selection will be
identified as a match. In the example below, a previous selection located all organizations with Photo in the
name. Now that selection is being revised to include only photo related organizations in Texas. (To learn
about another way to revise an existing selection see “Revising a Previous Selection” on page 163.)

ALL of the following are true: s W Live Preview
Entire recond - Is Already Selected - =i
tate =) ( Is Equal to <) | T =T
First | Lot Organization | Trtha Addross | City 5 | Op | Birthday
Robert Duncan kalion Photography Corp. Ascistant Auditor 19171 E, Huron Averig kiabank T TS147 Jung 23, 1 &
Margarel  Berry Jghnson Photo Internationsl Samear Rystem 40852 E. Alexander 5z Dafas TX 75208 Janwary 2| ¥
o Kavz iCal Fhotagraphy intermational FlepT Dperatans 72 B Adams D Greprnde T 75461 HAugust 11
Jacqueline  Sinclair Warren Photography Inc Compkance ISTO7 W Androws Rt Fort Worth TE TE1ET HAugust 21
Marcia Wills Richard Phatography Lab Azziztant 6224 Morth Benson 5t. Chizon T Toe32 July 5. 19
Jefirey Hicholas  Papnsylvania Photography Industries  Media Productions 37567 5.W Stanford Mace Pasadena TH 77505 Decermber
Aoy Wiois Paint Photo lntermatanal Dwrector #5461 Morth Mamzson Criosbny TX FrF522 Apnl 16, 1
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Is Not Already Selected — This option allows new selections to be partially based on the results of previous
selections. If this option is chosen, only records that were not matched in the previous selection will be identi-
fied as a match in this selection.

Is a Data Record — Any raw data record (not a summary record) will be identified as a match.

Is a Summary Record — Any summary record will be identified as a match. (This option duplicates the
Select Summaries command that was available in previous versions of Panorama.)

First NN records — This option allows you to select the first few records in the database. In this example the
first 25 records in the database will be selected.

Entire record - First NN records s -

ar

F— B L S Toiada [ P —— s . ™ o L R

Last NN records — This option allows you to select the last few records in the database.

Every other record (1, 3, 5...) — This option allows you to select half of the records in the database. Every
other record is selected, starting with the first record.

Every other record (2, 4, 6...) — This option allows you to select half of the records in the database. Every
other record is selected, starting with the second record.

Every 3rd record (1, 4, 7...) — This option allows you to select one third of the records in the database. Every
third record is selected, starting with the first record.

Every 3rd record (2, 5, 8...) — This option allows you to select one third of the records in the database. Every
third record is selected, starting with the second record.

Every 3rd record (3, 6, 9...) — This option allows you to select one third of the records in the database. Every
third record is selected, starting with the third record.
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Search Options (Formula)

The standard matching options can be combined in many ways to easily perform most searches, but Pan-
orama has an even more powerful option — searching with a boolean formula. This option is a bit “geeky”,
but allows you to locate virtually anything that can be described by Panorama’s powerful formulas.

The formula is true option relies on the ability of a formula to make comparisons and true-false decisions.
See “True/False Formulas” on page 315 for a detailed explanation of true-false logic. Here is an example that
shows how a formula can be used to combine both and and or operators into a single query.

TR : : ; in My 855 Bot
i f F i - :
@ ﬁ I" i #-v . Cancel ) _ Find :‘ f Select )
_ALL of the following are true: 2 W Live Preview
Formula it troe (Shate="CA&" or State="AZ") and Organization contains "Iab‘l -
| First | Last | Organization | Title | Address |ﬁnr |St |Zip | Birthday
Margarer  Bargm Dhego Markating Laib Frnance Director 936 E. Shatwek Ter Fhoanis AZ B5013 June@, 18 4
Sean Brooxs Carnegie Partrers Lab Auditor 12506 5 W Amerncan Ave Phoenix AZ BSCYE. Apeil 15,1 Y
| Mancy Aponte  Jones Laboratories Lid Typist 33997 5.W Incdian Rd. Phoenix AZ 85068 March 28,
| Marcia Mant Praceacn Reconds Lab Mad Saryice 7583 £ Hart Rd g AF B5210 October &
Lewrence Holfman lowa Rehabsltation Lab Computer Dperator 512 Morth 25Th Cir LT ] AL B5210 October 5
| Arthur Fang Mermar Solutons Lab Shop Foreman 760 E, Utica D, Gald Canvon A7 BSZTT May 291
Susan Grossman - United bnage Lab kpventory 34521 W. Manning Or Somearton AZ B5350. Septembe
Carnl fubin Willer Expreéss Lab Trawe!l Coardinator 559 M. Sacramento Ter Tutson AL BT July 28, 1!
| Deriso Combrink . First Labbratores Systems Communecations I72 'W. Shasta P Los fngoles Ch 90012 January 15
| Robert Fufler Smart Labs Productions Budget Analysis £9739 W Springhéll Ave.  Los Angales CA 90041 October 1
| Edwin Bowers  Pennsylvania Labs Lab Ganeral Inspectar  TB13 Ezst Elrwwood R Los Angaleg CA 80048 Februany | &
! Jacqueline Greene Boston Supply Lab Infarmation Fi1 E. Holy ™ Los Angeles CA B00eE July 20, 10 ¥

8% matches, V0,000 tota i B R

The formula is true option allows you to select data based on calculations or comparisons between two
fields. For example, the formula

Pricel/ Cost > 2

allows you to quickly locate items with high profit margins, like this.

" Find jf—iﬂmﬂ

_ALL of the following are true: 2 W Live Preview
Formula is true Frice/Cost » 2 +
:rr.um |Dnmpnm Fnu-| Cost | Railroad |Ea-tag-ur,' | SubCategory |I-Imu|'l:tmu '
ATSF 530¢ Box (Grand RunsEng on the Atchison £5.35 1.70 Santa Fa Fresght Car Biox Car .Atneam &
ATSF Dbservaton Passongers pay extra to nde 310.19 342 Santa Fe Paszenger Car Observation Athearn b
| ATSF Vista Doma The Vistz Doeme streamiiner 32219 8.7 Samta Fa Pasenger Car Vists Dome Athaarn m
| Boll ACF27 Tank Cas Thes tankcar with Bell O $14.39 5.54 Shipper Fresght Car Tank Car Intenmount;
C & MW SDP-40 The S0F-40 was produced by §29.95 0.45 Chicagad  Diessl Engine Passsnger Athearn
| CANW 40" Stock Car Froym the rig-1 8005 wntil f4.00 1.75 Chicago & Freight Car Stock Car Athparn
CEMNY Drop Bottem Gon Thes UE‘.FQ’. composite drop- 31619 6.00 Chicago®  Freight Cer Gondola Car ntermount
CP Flat Can Among the longest cars on 36,49 2.04 Cansdan Fresght Car Flat Car Athagrn
C5 40" Single Dome Tank Carrying Bguid fuels, this Fid4.40 1.7 Shippor Freight Car Tank Car Athearn
Mew Hawven Ciner Thes diner an the NH kng 38,45 3.03 Wew Haven Passenger Car Diner Athaarn
| Penn Salt 40° Task Car Hauling liguid fusd, this 40° i7.99 Z2.B0 Shippar Fresght Cas Tank Car Bachmann | 4
| Pennsy Obscrvation Car Hunning at the cnd of the g§2r.29 5.93 Pennsylvamia Passenger Car Observation Bachmann | ¥
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Panorama has hundreds of different functions that can be used in a formula to perform very specific selec-
tions. In the example below the upper wor d( function has been used to locate cities where a character other
than the first character in a word has been capitalized (in most cases a space is missing). The formula has
instantly located the 12 records (out of ten thousand) in this database where the city name has been incor-
rectly capitalized. With any other database program the only way to find these mistakes would be to search
the entire database by hand.

@ % @ -"-{, ﬁ “4-v [ Cancel ) Find ﬂ(—h&n-}

ALO Find/Select Records in My Address Book

ALL of the follgwing ar "= Farmula |, W Live Preview
Formula is true s || Dty < rupperword(Ciky) =
First | Lest | Orgarazation | Ththe | Address | Ciy 5t | Tip |Enh:h'y'

Adani Poulsen  (eorge Graphic inc Medis Productions  S5B8 N kaison Driea Eanluan PR 00927 Decoermber
Pamela WMester East Media Camp Materiaks AZ20 N, Howwe Drive WY ETIC CT 06355 October 2
Janat Houston  Mark Cogpital Assoc Budget Analysis BOS W, Warner Drive COLLMBEA MD 21046 April 22,1
Richard atpn Pacific Rehabahtation inc Video Productions - 23274 £ Penasytvania 3t SouthBend M 4615 June 27, 1
Anthony  Ohhstens Colocado Capital Technologies Payrad Supenisor 502 Calumba Ln FLint M 48507 July 29, 1!
Wark Koch Worthern Press Systems Facities B3 5. Pelxade Tral Losfngries Ci B00TE Septembe
Mary Edwards Texas Publcations Group Information Clerk 93 Soarth Atlantic Ln BawvaryHilis CA 802%2 December
Hia |3t har Knutson Jdames Sound Co. Syslem Analyst #7364 5 13Th Rd. LaHabra CA  B0b33 Februany 2
Ruth Jennings  Liberty Printing Assoc Pubfic Woeks 7192 W Homestead Rd Santafe Springs CA  B0EYD Mowember
Shirlery Reid Jones Financial Senvices Computer Operator 1280 S.W Fisher Street Lake ArrowHead CA 852352 March 3, 1
Carl Rosenber Marshall Chemical Azsor Manager 26141 5, Betveders Bivd  Lake ArrowHead CA 82352 July 25, 1!
Derinis Sartofus  Professsonal Management Foundation  Informaton Clerk AH3 W Nosthridge Dr. Lafine OR - 97739 October 2
| 12 matches/1 0,000 tota 4 "'B J e

Managing Queries

The tools in the upper left corner of the Find/Select dialog allow you to manage and easily re-use previous
gueries.

Clear Query Favorite queries

) {

Show Formula

Frevious & MNext gueries

Clear Query — This button clears the current query. It resets the dialog to a simple query of searching all
fields for a word or phrase. (If you press Clear Query by mistake you you can press Previous Query to go
back.)

Previous Query, Next Query — This pair of buttons allows you to go back to previously used queries. (Note:
Only queries that you actually "finalized" by pressing the Find or Select buttons are included in the list of
previously used queries.)
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Favorites — This button displays a pop-up menu of favorite queries, along with options for adding and
removing favorites. To select a favorite you’ve saved previously, just click on the star and choose the favorite
from the menu.

a4 (Cancel ) (_Find ) (FSelect?) |
= . :
| ALL of the follow.;  blue cross =R
(A el conl debit > 999 D
— e office | = — = e d R
e shipping over $100 | |
Jan 1, 2008 ! 12,739.00 12,739.00
- sparkletts
Jan 1, 2009 | |'f _: 14.20 317 B41.08
Jn1,2008 1M i | Health Insurance 975.00 33,135.68 @
Jan T, 2008 102 Valey Gas m Heating 45,54 16,811,714
Jdan 1, 2009 103 ATAT Tedecam Lomg Datance 23624 17.2175.93

The query is restored just as it was saved. You can use it as is by pressing Select or Find, or you can modify it
first.

| ALL of the following are true: $) W Live Preview
(Any feid contains i) [sne @
(. Debst +) | s Greater Than ) (100 (=)
[ | R R ol fun i e | - . - I

To save a new favorite, first set up the query specification, then click on the star and choose Add to favor-
ites...

B . -
| ALL of the follow.;  blue cross =R
(oes Ocbit>999 BniMeshot %) ey =)
\Debt | shipping over $§100 2terThan %) | touo (=) (%)
Darte |Cneck|  sparkletts | |Memo Debit | Crodit Balance |
surf

Enter a name for the new favorite.

“

Mame of favorite
Recant Big Checks 1

( cancel ) ( oK )
T ———




Page 162 Panorama Sheets

Your new favorite now appears in the pop-up menu.

a"e) Find/Select Records in Corporate Checkbook
@ % @ _,._{ i “ Cancel Find h (-Sﬂma
ALL of the fu=|m§_._§ blue cross 9 Live Preview
o debit > 999 o e
office .
LSS Recent Big Checks 1000 - (*
Dato |omck|  shipping over $100 Cradit Balance
sparkletts
surf

Remove “Recent Big Checks” from favorites...
Rename "Recent Big Checks"...

To delete or rename a favorite, first select the favorite from the pop-up menu. Then choose Remove or
Rename, as shown above.

Show Formula — This button opens a small window that shows the internal formula associated with the
current query. Normally you would never need to use this, but it can be handy if you want to copy the for-
mula for use in a procedure.

Live Preview

The Live Preview area of the dialog displays a preview of the search you are about to perform. For small to
medium sized databases the live preview area will update instantaneously as you change the search. If your
database contains tens of thousands of records, or if you are using an older computer, updating the preview
may take a second or two. While the preview is updating the number of records will display in gray in the
lower left hand corner of the dialog. When the preview is complete the number will turn green.

LRCNCY Find/Select Records in Corporate Checkbook
Al & e =
@‘@&ﬁﬁ' Af,“  Cancel ) Find ) FSelect )
ALL of the Tof 'urm"rp are L W Live Freview
Detit 2 | s Greater Than + ) 1000 +
Distw _ﬂﬂ-:k.ﬂ-:r'l"ﬂ gy By Dabat Cradin Balarew
| dan B, 200D 100 Pacihc Propsrtes Rerd Jaregary Rant SS0.00 18.036.40 i
dan 5, F0CA 11£- Paly Payral Servioes Payral B17.32 30,274,836 ¥
Jan T, 2000 127 Cood Credk Soudss AT 114.85 1,114.85 EI
Jan 12, 2009 123 Poly Payrol Services PayTol B30 28.391.06
4n 19, 2000 127 Poly Payral Servces Payred AT4.7H 26.516.30
Jan 26, Z00% 13& Sravlord Mig P S izl ABZRE 45853 19,E616.46
Jan 2B, 2005 36 Pody Payrod Serdoes PayTod 7E3.43 24, 72287
Feh 2. 2002 151 Pacihc Propertes Bt Februsny Rent SRO0D 17563 50
Fach 2. 200049 152 Paly Payndl Sarices Payrial rTENT 2847253
Fab 5, 2005 157 Pody Payrol Services Azyrad TEB.04 24, 744.30
Feb 16, 2009 162 Century Eguipment Flmed Assess 474,81 3043785 i
Fesh 1, 2000 164 Poiy Payrol Sardces Payrold rE320 23,001.08 L

B8 matcheal 518 toda

turns green when live preview update is complete

Note: The Live Preview area will only show up to about 1,000 records. If there are more than 1,000 matches
the number of records displayed will not be accurate (a + is added to the number to indicate that there are
additional matches not counted). To see the exact number of matches use the Select button.
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If your database is large or your computer is slow, you may want to temporarily turn off Live Preview updat-
ing while you set up the query. Simply uncheck the Live Preview checkbox in the upper right corner. To
resume the live preview simply re-check the checkbox.

If you want to leave the Live Preview option off by default, open Preferences from the Panorama menu, then
open the General Preferences panel, then uncheck Enable Live Preview in the Search Options area.

Revising a Previous Selection

As you have seen, the Find/Select dialog makes it easy to make selections based on multiple criteria at once.
Sometimes, however, you don’t know in advance exactly what you are working for. Panorama has two
options that let you build a selection incrementally — Select Within and Select Additional. The Select
Within option allows you to whittle your data down gradually until you’ve extracted just the nugget of
information you really need. The Select Additional button lets you assemble the pieces of information you
need piece by piece.

To use these options, first make a regular selection, then open the Find/Select dialog again. When there is
already a previous selection you’ll see an additional +/ - button at the top of the dialog.

a"e) Find/Select Records in Corporate Checkbook
@ % ;t@ _.,-‘( 0 ( ". +- v h )Cancel h ' Find h (‘ Sﬂma
&1 nf tha fallmeinn ara tooaae - i | hun Droviow

Set up the revised selection criteria and then click on the +/ - button to choose either Select Within or Select
Additional from the pop-up menu.

ROAO) Find/Select Records in Corporate Checkbook

@@;t@ -'"(v' '_'+J’-'rh'r_‘!:ancl!| h'f Find h(‘iﬂm_a
Select Within Current Subset 5

| Select in Addition to Current Subset
e T

ALL of the following are true: .

Dhebsit - s Greater Than

Date | Check | PayTo | Category Memo i Debit | Cradit Balance |

To demonstrate this, I’ll start by selecting Office Supplies in this checkbook database.

" Date Check PayTo Category Memo Debit| |4

v
Jan 1, 2010 100 Sparkletts Office Supplies 14.20 mI
Jan 5, 2010 113 Office Max Office Supplies 170.47
| Jan 5, 2010 116 Kinko's Office Supplies 50.03
Jan 19, 2010 131 Staples Office Supplies 126.83
Jan 19, 2010 133 Costco Office Supplies 207.23
| Jan 26, 2010 135 Kinko's Office Supplies 245.24
| Feb 2, 2010 150 Sparkletts Office Supplies 13.98 &
- Feb 9, 2010 153 Fry's Electronics Office Supplies 19248 |a
Feb 9, 2010 156 Office Max Office Supplies 129.61 «

73 visible/515 total
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Now | want to revise this selection to show only office supply purchases greater than $500. To do that, | open
the Find/Select dialog and set up the selection for checks (Debit) greater than 500. Notice that the preview
shows all checks greater than 500, not just office supplies. When you revise selections this way, the preview
does not show you what the revised selection will look like.

(#f-v ) (Cancel ) Find ) (CSelect) |

fa¥a"s) .
Qer 1@

| 135 marches/515

it

| ALL of the following are true: 2] W Live Preview
{ Debit 4 Is Greater Than %) | 500 +
| Date | Creck | PayTo | Category | Memo Debit | Balance|
dam 1, 2008 107 Blue Cross Insurance Heglth Imsurance 975.00 33.135.68 & |
dan 1, 2009 109 Pacifhc Properted Rent Jamuary Rent 1. 580,00 18,036.45 bl |
dan &, 20043 114 Poly Payroll Sendces Payroll 181732 0,224 B ml
Jdan 5, 2008 127 Cool Creex Studeo Agvertisng 1.114.85 -1.114.E85 '
Jan 5, 2009 122 Anderson Menufactunng Purchases invoice 17730 B27.98 24094 89
Jan T2, Eﬁﬂ'il 123 Poby Payroll Seraces Paymall 1.833.80 28,391,086
Jan 12, 2005 124 Anderson Manufactunng Purchases vwoepe THOGE 551.22 22.012.92
| dan 19, 2005 127 Poly Payroll Seraces Paynoll i 26.516.30
dan 26, 200% 134 Stamford Mfg Purchases bweoice JB2EE 1,498,509 19,616,456
Jan 2. 2009 136 Poly Payroll Senvices Payrafl 1. 793.43 2472287 _
Feb 2, 2009 146 Blue Cross Imsurance Health Imsurance 575.00 29,462 65 :
| Feb 2, 2009 157 Pacihc Propertaes Rent Febneany Rent 1, 580.30 17,561 50 ¥

To actually revise the selection, click on the +/- button and choose Select Within Current Subset from the

pop-up menu.

roorare LneCsH 00K
e P e B e R B

f L W - b
v Cancelj!': Find ;f—&hﬂ‘:’i

| | ALL of the following are true: . Select th1nurrent Subset 1
- I - | Select in Addition to Current Subset | |
] [ Deiwit ) | Is Greater Than B ] —r

L

Now the revised selection appears -- there are only two checks for office supplies greater than $500.

Date Check PayTo Category Memao Debit| &
v
Mar 9, 2010 201 Fry's Electronics Office Supplies 580.67 i""'
Dec 21, 2010 559 Fry's Electronics Office Supplies 1,189.22 n
S
| F Y
.I l'
2 visible/515 total ||« ' V4>
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Of course, you could obtain the same effect by combining multiple criteria in the first place. But you don’t
always know in advance exactly what you are looking for. The Select Within option allows you to whittle
your data down gradually until you’ve extracted just the nugget of information you really need.

The Select Additional option is similar, but allows you to select a superset of the currently selected records.
For example, if you have already selected names in Ohio, you could use Select Additional to also select
names in Illinois. The result would be the subset containing all names in either Ohio or Illinois. The Select
Additional option lets you assemble the pieces of information you need piece by piece.

Select Reverse

The Select Reverse command (in the Records->Search menu) reverses selected and deselected records. For
instance, if you have selected all transactions greater than $600, the Select Reverse command will select all
transactions less than or equal to $600.

Undo Select

The Undo command can reverse the effects of the last 16 select operations, including Select, Select Within,
Select Additional, and Select Reverse. As long as you do not use any other commands or tools, you can use
the Undo command up to 16 times in a row.

The quickest way to select the entire database is the Select All command (Command-A).

Customizing the Find/Select Dialog

The Find/Select dialog has several options that can be customized. To access these options, open the Prefer-
ences dialog, then click on the General Preferences button. This opens a window with many types of prefer-
ences, but at the moment we’re only interested in the Search options.

Search options...
'\ When opening Find/Select dialog:
Default Search: @ All fields () Current field
" |Reset search criteria
[ﬂ Enable Live Preview

The first option is Default Search. If the All Fields option is checked, the dialog will initially default to search-
ing all fields when it is first opened. If the Current Field option is checked, the dialog will default to searching
just the currently selected field (this is similar to previous versions of Panorama).

The Reset search criteria option controls whether the Find/Select dialog starts fresh each time it opens. If this
option is checked, the dialog will always start empty when it opens, ready for a new search (you can recall
the previous search by pressing the Previous Query icon, see “Managing Queries” on page 160). If this
option is not checked, the dialog will start out with the previous search. You can then modify the search, or
you can start over by pressing the Clear Query icon (see “Managing Queries” on page 160).

The Enable Live Preview option controls whether Live Preview is enabled when you first open the dialog.
This is normally on, but if you have a slower computer or use extremely large databases you may want to
turn Live Preview off to make the dialog more responsive. See “Live Preview” on page 162.

Permanently Removing Unselected Data

Unselected data is hidden, but it is still part of the database. You can restore the invisible data with the Select
All command. Sometimes, however, you may wish to free the memory occupied by the hidden records. The
Remove Selected and Remove Unselected command in the Records->Search Menu allow you to perma-
nently remove records from the database based on a selection.
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If you have saved a copy of the data on disk prior to using Remove Selected or Remove Unselected, you can
still recover the data with the Revert to Saved command (until you save again). Even after you have saved
the database, you can still recover the previous data with Panorama’s Time Lapse feature (see “Time Lapse” on
page 354).

Select Duplicates

The Records>Search>Select Duplicates command provides a fast and easy way to locate duplicate information
in a database. The Select Duplicates command does not remove the duplicates, it simply selects them so you can
examine them. You can then decide what to do about each duplicate on a case-by-case basis. Panorama Sheets can
select duplicates based on a single field (for example, all duplicate company names). (Panorama Pro can select
duplicates based on multiple fields (for example, all records with duplicate address, city, and state), or on a for-
mula that may combine fields or use partial fields (for example, all records containing duplicate area codes).)

To select duplicates in a field, click in any cell in that field and choose Records>Search>Select Duplicates.
For example, here is a conference registration database that may contain duplicate company information.

T First Last Cormpany Street Suite. | City State  Jip rd

| MName Name MName Address B Coda v
| Mr.  Tim Hill | Alamedz Escrow [REGGETSLER:E Santa Ana CA 92705 m
Mr. Mark kochs Alexander Escrow 1004 Oban Dr. San Rafael CA 52903 :
Mr. Drew Prestom  Alliance Escrow 1524 Charlamag Marina del Rey X4 30291
Mrs. Roxie Jacobsen Alpha Pic 174 Beflevue Ay Palo Alto CA b43048
Mr. Robert Sophie Alvarado, Johnson, & Wrig 3542 Roadside [ Barkeley Y Bayad
Mr. Clark Alman Amarican Paint B1 Norwood Awve West Chester Pa 19380
Mr. Billy Schober  Andover Designs 425 Westerly 5. New York WY 10003
Mr. Bill Lieber Arfington Associates 573 Dundee Rd. Waldwick b 07463
Ms. Bea Clairmont  Arrow Dev. 411 Pacihc Cambndgs B4, 021440
Mr. Charlas Arrow Arrow, Inc, 380 Davis 5t. Los Angehes CA 0067
Ms. Mannett Knight Art Supplies 125 Shoreway B Suite Los Gatos Y 5030
Mr. Keith Jacobs Bath Co. 2994 CGarcia Awve Burbank Ea 81505
Mrs. Carol Moses Bayshora Typesatting 1227 Main Stree San Rafael b1 Baa03
Mr. Brian Stanley Bayshora Typesatting 653 Hoower Roa Washington ¥DC 20036 |4
. Mr. Stewart Johnson  HBelmont Printing 10894 Shady Tra Suite Welleslay BAA, 02181 'rl
122 visible/122 total (o R

Here is the same database after Records>Search>Select Duplicates has been used. The duplicate records are
selected, while all other records are invisible.

SO0

T First Last
Mame Mame

Suite. City State | Zip rd
Address Box Code v

| Mrs. Carol Moses Bayshore Typesetting 12217 Main Stree San Rafael Y 94903 I
Mr. Brian Stanley Bayshore Typesatting 653 Hoower Roa Washington XnC 20038 m
Mrs. Pat Brumback State OF Texas, Dept OFf B Knott Building Austin TX = et
Mr. 'Walsay Cable State OFf Texas, Dept Of B Knott Building Austin TH 7BT448

As you can see, there are two duplicate copmanies in this database, BayShore Typesetting and State of Texas,
Dept Of Education.
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It is very difficult to look at a database containing thousands of records and make much sense of it. There’s
simply too much information to cope with. To make the information more understandable, it needs to be
summarized. Panorama can rapidly summarize a database according to the criteria you specify.

The Summarize & Analyze Dialog

Panorama’s primary tool for creating a summary outline is the Summarize & Analyze dialog. This dialog
allows you to use pop-up menus to control how the database is divided into groups and how totals are calcu-
lated. The dialog also allows you to preview the analysis before you actually apply it to the database.

Toolbar — & @ ﬁ & : 1 Hide non-analyzed fields “ Cancel "" W
 Summarize by (Group Up) 2 | Date (by Month) 3} 13 proups =) (%
Summany - - - :
& Analysis —pm ¥ | Summanze by (Group Up) $) | Category 5} 1< groups =\
Options
£ ( Total 2 | | Debit &) Subtota: I,743.34 -
1 ( Total 2) ( Credit 3 Subrotal: 0.00 - i+
1+ | Outiine Level : | | Date (By Month) : =) (%)
—  Data {by Month) Category
| May 2009 Achvertising
Jun 2004 Depas
Jul m Faed Astels
Groups | Aug 2009 insurance
Preview —® | 5ep 2000 Legal
| Oct 2009 Office Supples
| Nov 2009 Payrol
Ii Dec 2009 Puthases
| Date | Chack | PayTo | Catogory | Maeno ! Dbyt | Cracht | Ratsrcs |
Jul 2, 2000 170 Stagles Oéfice Suppiies 182.76 28,137.09
Jul 2. 2009 TBE Kanka's Difce Suppiies 355.58 28.319.85
Jul 2, 2009 180 Spariiests Office Supplios 12.02 28.124.27
Jul 8, 2009 201 Fry's Electronics Détice Supplies SRO.ET 27,541.60
HF?“' Data el 16, 2009 204 Fry's Bectronis Défce Supitios 130.75 27.220.22
. i1, 2008 208 Swupls Odfce Supplies 15263 27.350.97
Jul 30, 2009 213 Offce Max Ddfce Supplies 134.97 26,932.09
Jl30,2009 216 Susples Difce Supplies 153.16 27.067.06
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The top section of the dialog, Summary & Analysis Options, is where the analysis is set up. When you first
open the dialog this section contains three rows that are preset for summary (group), total (calculate) and out-
line level:

@ e o S—

35 [ Summarize by (Group Up) axE 8 =+
;"E!: I'\h. ﬁ;ﬂ ;_.-': Il,. -E‘;I i .—_l +|
4 | Outiine Level £ { %) E@

Start by choosing the field you want to summarize by. For date columns you will also have a choice of peri-
ods (day, month, year, etc.)

» i:i: | Hide non-analyzed fields { Cancel } e-r!‘--.-ﬁﬁl !

e

4t (_ Summarize by (Group Up)

=)

Date (by Day) |:=,' (= ()
Date (by Week) :
Date (by Month)
Date (by Quarter)
Date (by Year)
PayTo

. Category L
- Memo E
—*

@®

(=) (4

Once you've selected the summarization field the dialog will show you how many different groups of data
are associated with that field, and also list all of the groups in the Group Preview area below.

® ﬁ ﬂ \]‘ ? __ Hide non-analyzed fields [ Cancel j f Apply )
it ( Summarize by (Group Up) 4 | | Date (hby Maonth) (=) )
it ( Total 2L 3) (=)
it Outiine Level : ) | Date (by Month) &) (=) ()

R e T ad
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Next, use the pop-up menu in the second row to choose a column you want to perform calculations on. (In
addition to totals, you can also calculate counts, averages, minimums and maximums.) Once you've chosen a
column the dialog will show you the grand total for this column.

Total % ) [ Debit » | Grand Total 231,089.34 =i

The final row allows you to control what level of the outline is initially displayed. It defaults to the primary
summary field, so you can usually just leave it as-is. However you have a choice of any field you have sum-
marized by or you can elect to include the raw data in the display.

To actually create the outline press the Apply button. Panorama will organize the database into an outline
with summary records for the groups you have specified.

Date Check | PayTo Category Memo -~
Jan 30, 2010 18,444.39 B
Feb 27, 2010 19,773.28
Mar 30, 2010 24,608.22 m
Apr 27, 2010 17,708.74
May 29, 2010 20,072.20
Jun 29, 2010 19.558.28
Jul 31, 2010 17,703.57
Aug 31, 2010 20,610.35
Sep 28, 2010 13,480.07
Oct 30, 2010 18,991.58
Nov 30, 2010 20,584.70
Dec 28, 2010 19,553.96

231,089.34

R

2,

| 13 visible/528 total ||| RN, ) Yol
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Multi-Level Summaries

The previous example create one summary level. Panorama can create up to seven nested summary levels,
for example Categories within Months, or Cities within States within Months within Years. To add an addi-
tional summary level, re-open the Summarize & Analyze dialog, then press the + button on the first row to
add a second summary level.

click + to add another summary level

TaT eV - Analyze Data \

@ ‘@; @' __I'  Hide non-analyzed fields  Cancel i‘- (- W
Summanze by (Group Up) &) | Date (by Manth) ¥ 12 groups -.fk
Summarize by (roup Up) : 4/‘//—; +
Total H ﬂ-EtH"L * ) Grand Total 693,268.02 =
Qutline Level : | | Date (by Month) &) -

Now use the pop-up menu to select the field to be summarized. The summary preview will show the groups
that will appear at this summary level.

™)
L0, Apalyze Data |
@ ‘@; ,@’ r ' Hide non-analyzed fields 4 Cancel | (. Apply ’
Summarize by (Group Up) : | | Date (by Month) 4] 12 groups ) (e
Summarze by (Group Up) $) Comemony. . £) 12 groups o)
Total +) | Depit = i) Grand Totak 693,268.02 -+
Outline Level $ te (by Month) ) =) [+
Summarize hjr, :
Date (by Month) Category
May 2008 & Adyertising .
Jun 2005 * | Deposit =
Jul 2008 Fined Assets m
Aug 2008 insurance
Sep 2009 Legal
Oct 2003 Office Supplies
Mow 2005 Payral
Dec 2000 Purchasoes
Jan 2010 Rent 1
feb 2010 4 Snipping .
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The outline level pop-up menu now gives you the choice of either summary level or raw data. All levels at
and above the selected level will be display.

| 2L [ Summarize by (Group Up) + ) [ Date (by Month) ¥, 12 groups - -I-
i i | Summarize by (Group Up) +) ( Category :) 12 groups =) +
| 3 (Toal +) ( Debit *') Grand Totsl 693,268.02 =) +
] 4 | Outline Level +)  Date (by Month) 3) =@ |

o
:-..‘-:.'-:h-nr.f.t".lﬁ'.m‘c\:'gﬂ":‘ Fi e RAaw D.ﬂTlnl.

 Dae (o Maorth) LE-:I‘I‘.EQI:#}' ;
| May 2009 & Agdvertising Tl

Pressing the Apply button organizes the database into a multi-level outline.

sub summaries by category (within month)

Fixed Assets 2,828.50
Insurance 1:254.50
Office Supplies 321.54
Payroll 7.172.41
Purchases 2,380.31 i
Rent 1,580.00 n
Shipping 1,486.09
Telecom 417,81
Litilitias 234.61
May 28, 2010 20,072.20
Advertising 2,653.66
Depasit 0.00
Insurance 1,254.50
Office Supplies 581.47
Payroll 8,966.83
Purchases 3,067.57
Rent 1,580.00
Shipping 835.82
Telecom 402.95 -
Uitilities 215.48 &
Jun 289, END\ 19,558.28 v
Brhaartinine 1 AGRNA.
144 visible r)?-l Ll

summaries by month
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Scrolling down to the bottom of the database shows the grand total for the entire database.

Mar 30, 2010

Apr 28, 2010

144 visible/650 total

Shippi
Telecom

LUtilities

Advertising
Depasit
Fixed Assets
insurance
Dffice Supplies
Payraoll
Purchases
Rent

Shippi
Telecom
Utilities

938.68
468.80
184.14
20,584.70
2,528.52
0.00
1,063.90
1,254.50
1.349.14
7.021.22
3,001.53
1,580.00
1,084.87
448 040
221.18
19,553.96
231,089.34

grand total

Using the same technique you can add up to seven nested summary levels.
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Expanding and Collapsing the Summary Outline

A unique feature of Panorama is that summaries aren’t just static on a report, they can be dynamically
expanded or collapse to show more or less detail. You can “zoom out” to look for major trends, then “zoom
in” to examine specific details. We call this collapsing (zoom out) and expanding (zoom in). To expand a par-
ticular summary right click on the summary and choose Expand One Level of Detail from the pop-up menu
(you can right click on any cell in the line, or if you have a one button mouse, press the Control key while you
click).

right click and choose Expand One Level of Detail

Date Debit | 5
Jan 30, 2010 18,44439 '
Feb 27, 2010 19,773.28
Mar 30, 2010 24,608.22
Apr 27, 2010 17,708.74
May 29, 2010 20,072.20
Jun 29, 2010 19,558.28
. 17,703.57
Expand One Level of Detai 20,610.35
: : : 13,480.07
Ot 30,2 Expaftd ALL Underlying Detail E 18.991.58
Nov 30, 2 ] . | 20,584.70
pec28,2 Collapse Underlying Detail i 19,553.96 m
1 Collapse this to GRAND TOTAL ' ZENEIAE
Outline Level: RAW DATA
Outline Level: Category
Outline Level: Date (by month)
Outline Level: GRAND TOTAL L
Y
11— Remove All Summaries v
13 vl F | ERE S
ﬁ Select Same Day —
Select After
Panorama makes the next level of detail visible.
Ih:r;f. Ezgm 20,072.20
Jun 28, 2010 19,558:28
- Advertising 1,498.08
Depasit 0.00
Insurance 1,254.50
Office Supplies 690.04
Payrall £,956.51
Purchases 3,764.55
Rent 1,580.00 m
Shipping 1,236.65
Telecom 530.82
\_ Utilities 192.42
T7,703.57
Aug 31, 2010 20,610.35
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If the database has more than one summary level you can repeat the process all the way down to the raw

data.

Jan 30, 2010
Feb 27, 2010
Mar 30, 2010
Ape 27, 2010
May 29, 2010
Jun 29, 2010

Jul 31, 2010
Aug 31, 2010
Sep 28, 2010
Oct 30, 2010
Nov 30, 2010
Nac 78 20010

Check PayTo

| Categony Memo Debit
18,444.39

19,773.28

24,608.22

17,708.74

20,072.20

19,558.28

Advertising 1.458.08
Diepasit 0.00
Insurance 1,254.50
Office Supplies 690.04

6,956.51

“xpand One Leve| of Detail
Expand ALL Underlying Detail

Collapse Underlying Detail
Collapse this to Date (by month)

Qutline Level: RAW DATA

In this example we are now down to the raw data for purchases in October 2009.

Y< >

Date

Jan 30, 2010
Feb 27, 2010
Mar 30, 2010
Apr 27, 2010
May 28, 2010
dun 29, 2010

Jul'&, 2010

Jul &, 2010

Jul ¥3, 2010
Jul 20, 2010
Jul 20, 2010
Jul 20, 2010
Jul 27, 2010
Jul 27, 2010

Check | PeyTa

348 Telon Productions
353 Boston Direct
356 Boston Direct
3589 Stamford Mig
361 Miller Industries
362 Clark Supply

367 Telon Productions
3659 Boston Direct

31 visible/659 total

| Categoery Memao Debit
18,444,389

19,773.28

24,608.22

17,708.74

20,072.20

18,558.28

Advertising 1,438.08
Deposit 0,00
Insurance 1,254.50
Office Supplies 690.04
Payroll 6,356.51
Purcheses Invoece 73473 1.326.50
Purchasas Imvoice 57811 £9.03
Purchases Invoice 41644 25.96
Purchasas Imvoice 18472 984.15
Purchases Invoéce 65804 280,19
Purchasas Invoice 39266 129.42
Purchasas Im¢cice B4904 21037
Purchasas Invoice B546 78.93
Purchases 3,764.55
1,580.00

1,236.65

530.82

167 427

)

Y< >

w4l
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To collapse a summary, right click on it (anywhere in the line) and choose Collapse Underlying Detail. (If
you have a one button mouse, hold down the Control key while you click.)

Office Supplies 690.04
Payrall 6,956.51
Jul &, 2010 348 Telon Producticns Purchases Imvcice 73473 1.326.50 m
Jul &, 2010 353 Boston Direct Purchases Imvcece 57911 29.03
Jul 13, 2010 356 Boston Direct Purchases Invoice 471644 85.96
Jul 20, 2010 359 Stamford Mig Purchases Invoice 18472 984.15
Jul 20, 2010 361 Miller Industries Purchases Imecece 65804 28a0.19
Jul 20, 2010 362 Clark Supply Purchases Invoice 39266 129.42
Jul 27, 2010 367 Telon Producticns Purchases Imecece 84904 210.37
Jul 27, 2010 369 Boston Direct Purchases Invoice B546 78.93
. Expand One Level of Detail
" Expand ALL Underlying Detail
e 05 X cotsl Cpllapse Underlying Detail

Collapse this to Date (by month)

Outline Level: RAW DATA
Outline Level: Category
Outline Level: Date (by month)

or right click and choose Collapse Underlying Detail

Another way to collapse is to right-click on a detail record, then choose Collapse this to. This is especially
handy if the summary record you want to collapse isn’t currently visible in the window.

Insurance 1’;25‘4;5“
Office Supplies B630.04
Payroll 6,956.51

Jul §, 2010 348 Telon Productions Purchases Invoice 73473 1.326.50 m
Jul §, 2010 353 Boston Direct Purchases Invoice 57911 69.03
Jul 13, 2010 ekl Boston Direct S s 85.96
Jul 20, 2010 359 Stamford Mfg lapse this to Category 984.15
Jul 20, 2010 361 Miller Industries 880.19
Jul 20, 2010 362 Clark Supply : , 129.42
Jul 27, 2010 367 Telon Productia Outline Level: RAW DATA 210.37
Jul 27, 2010 369 Boston Direct Qutline Level: Category 78.93
' 5 , 3,764.55

Qutline Level: Date (by month) 1.580.00

QOutline Level: GRAND TOTAL 1,236.65 4

530.82 B3
R 192 437

31 visible/659 total : Remove All Summaries Taie s

Select Same F

Select Same (Exact)
Select Different
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The example above shows doing this with a data record, but this trick works on any record except for the
final grand total. The menu adjusts to show exactly what is about to be collapsed, as shown below.

Office Supplies 630.04
Payrall 6,356.51

Em_&pand One Level of Detail

Insiironce 1,254.50 L

— Expand ALL Underlying Detail
Utilities
Jul 31, 2010 | Collapse Underlying Detail
ﬁ’g ;;::3,‘3 = Collapse this to Date (by month)
Oct 30, 2010 k-
Nov 30, 2010 Outline Level: RAW DATA
Dec 28, 2010

% Outline Level: Category
= Qutline Level: Date (by month)
QOutline Level: GRAND TOTAL

23 visible/659 total

Remove All Summaries

At the start of this section we showed how to expand one level at a time. You can also click on a summary and
ask Panorama to expand it all the way to the raw data, all in one step. To do this, right click on the summary
and choose Expand ALL Underlying Detail (if you have a one button mouse hold down the Control key).

right click and choose Expand ALL Underlying Detail

DEIIZE Check | PayTo ategory Memo Debit i~

Jan 30, 2010 ' ' 18,444.39 B4

Feb 27, 2010 19,773.28

Mar 30, 2010 24,608.22

Apr 27, 2010 17,708.74

May 29, 2010 20,072.20

Jun 28, 2010 19,558.28

Jul 31, 2010 17,703.57

Aug 31, 2010 20,610.35

Sep 28, 2010 13,480.07

Oct 30, 2010 : 18,991.58

Nov 30, 2010 Expand One Level of Detail ' gu:::.hm

Dec 28, 2010 : : 19,553.96
Expand ALL Underlying Detail e
Collapse Underlying Detail

i e [ R

reaaarat L B ] K
e
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This makes all subsummaries and raw detail associated with this summary record visible. In the example
below, we now can see all of the data and sub-summaries for October 2010.

| BB visible/650 total

e

| E RN

Expanding and Collapsing the Overall Summary Outline

In the previous section you learned how to collapse and expand individual summary records. Sometimes,
however, you’ll want to expand or collapse the entire database as a whole. The fastest way to do this is with
the Data Sheet Context menu. Simply right click anywhere in the data sheet and choose the outline level you

want to see.

Date

Jan 30, 2010
Feb 27, 2010
Mar 30, 2010
Apr 27, 2000
May 29, 2010
Jun 29, 2010
Jul 31, 2010
Aug 31, 2010
Sep 28, 2010
Oct 30, 2010
Nov 30, 2010
Dec 28, 2010

right click anywhere in data sheet

rate | lels] @
Date Check PayTo Category Memao Debit
Dct 26, 20010 481 Tech Media Purchasaes Imvoice 95187 1.436.17
Oct 26, 2010 483 Miller Industries Purchasas Im¢oéce BOSST 304.27
Dct 26, 2000 484 Precision Plastics Purchasas Irnvoice 44602 442.51
Purchases £,881.38
Ot 1, 2010 456 Pacific Properties Rent Octocbher Rent 1.580.00
Rent 1,580.00
ioct 1, 20140 452 UPS Shipping 23.04
Oct 5, 2010 460 Champion Trucking Shipping Imvoéce 52122 182.83
ioct 5, 20140 462 Airbome Shipping Imsice 248953 B87.84
Oct 5, 2010 463 Post Office Shipping 25832
Dct 18, 20010 475 FedEx Shipping Imsice 21466 63.74
Dct 26, 2010 482 Airbems Shipping Imvoéce 19692 36.31
Shipping 722.98
Oct 1, 2010 451 Surf Networks Telecom Dt 50,00
Oct 1, 20010 457 ATET Telecom Long Distance Phone Sery 293.66
Oct 1, 2010 458 Valley Bafl Telecom Local Phone Service 101.47
Telecom 445.13
Oct 1, 20010 447 Valley Gas Liilities Heating 3g.g4
Ot 1, 2010 448 Oty Services Liilities Water 43.00
Oct 1, 2010 449 Edison General Litilities October Electric B3.75
Oct 1, 2010 450 United Security Lkilities Alarm 3000
Utilities 185.58
Oct 30, 2010 ] 18,991.58
e AN 200 70 SR TN

IERE

Check PayTo nq.' H-E:l Debit
| | ' 18,444.39
19,773.28
-J Expand One Level of Detail | f;:m“u",'?!‘”
i : 20,072.20
g Expand ALL Underlying Detail F 15.53&&3
: =T
ﬁ Collapse Underlying Detail % ;;:_;13.;5
| Collapse this to GRAND TOTAL |~ 15087
: 20,584.70
. Outline Level: RAW DATA 19,553.96
Outline L¥vel: Category 2RXONRAS
Outline Level: Date (by month)
Outline Level: GRAND TOTAL

”

then choose the level you want to see

.! .

0

L
ik
¥

7
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If you choose RAW DATA then everything will be visible — the original data, and all summary records.

Date Check| PayTo Category Memao Debit

| Jan 5, 2070 ARl Cocl Creek Studiio Adwvertising 1.114.85 |
i Advertising 1,114.85 mf
| lan 1, 2070 OPEMIMG BALAMNCE Depaosit '
Jdan 2. 2010 DEPOSIT Depaosit
| l=n 9, 2010 DEPOSIT Depaosit
Jdan 18, 2010 DEPOSIT Depaosit
| Jan 23, 2010 DEPOSIT Depaosit
Jdan 30, 2010 DEPOSIT Depaosit
! Depasit 0.00
| Jan 1, 2010 107 Blue Cross Insurance Health Insurance Group 3k 57500
| Jan 1, 2070 111 General Casualty Insurance Property Insurance Policy 187.50
dan 1, 2010 112 Hamilton Davis Insurance Worker's Comp Poficy B17 82.00
! Insurance 1,254.50
|\ Jan 1, 2010 100 Sparkletis Office Supplies 14.20
| Jan 5, 2010 113 Office Max Office Supplies 170.47
Jan &5, 2010 116 Kinko's Office Supplies 50.03
| Jan 19, 2010 131 Staphes Office Supplies 126.83
dan 159, 2010 133 Costeo Office Supplies 207.23
- Jdan 2, 2010 135 Kinko's Office Supplies 245.24
i Office Supplies B14.00
| dan 5, 2010 114 Pely Payroll Senvices Payroll 1.817.32 -
dan 12, 2010 123 Poly Payroll Services Payrall 1,833.80 i
| Jan 19, 2010 127 Poly Payroll Services Payrall 1.874.76 g
lan 26 2000 13/ Bobe Payrnll Sandroc Pzarmll 1. 783 .43 |

659 visible/659 total Yale

If you choose GRAND TOTAL then only one record will be visible — the grand total summary record. The
choices in between will display varying levels of summary detail.

Getting Rid of Summary Records

When you’re finished with summary records, you can simply choose Records->Analyze->Remove All Sum-
maries to get rid of them. All of the summary records will disappear, and you can get back to working with
your original data. This command is also available in the right-click context menu.

Ranking Summaries

Panorama normally generates summaries in alphabetical order. By adding an extra rule to the Summarize &
Analyze dialog you can tell Panorama to rank the summaries by value. For example, if you are summarizing
by month they could be ranked to show the month with the highest sales (or spending, etc.) first, then the sec-
ond highest etc. Start by clicking on the + button in the outline level row of the dialog.

S P Analyze Data
e = \ ¥ —— e it
@ | B o ' Hidenon-analyzed fields Cancel | f Apply ’
i Summarize by (Group Lp) % ) | Category ¥ 12 groups =)
Total ) Daebit ) Grand Totalk 23108934 =]

4%

Chstlimee Lewed Category

: =4
4/’// X
Debit : =)+

San_Du-nﬂ

4F
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Panorama assumes that you want to rank by the field that is being totalled in this analysis (in this case Debit),
but you can choose another field if you wish. Then press the Apply button to see the ranked summaries.

ik

Payroll 92,219.12 b4
Purchases 33,526.43
Advertising 30,011.39 :
Rent 1896000 (1),
Insurance 15,054.00
Shipping 11,175.50
Fixed Assets 10,022.66
Office Supplies 9,285.51
Telecom 5,350.38
Legal 2,893.63
Utiities Y 2358072
Depaosit. D.00

231,089.24

For multi-level nested summaries you can use the outline level pop-up menu to pick which level is ranked.

@ ﬁ -_?r | Hide non-analzed fiekds .:": Cancel :\E ADDIv !:

S

3 ( Summarize by (Group Up) : ) | Date (by Month) s 12 groups (=) .|..l
i | Summarize by (Group Up) +) ( Category 4) 12 groups (= |

- = T —— 1
4 ( Total 9 Date (by Month) -3 Grand Total 693,265.02 - +-_:
35 ( Outling Level 8 Eat.gguw ! ) == () I
4t (_ Sort Down )| RAWDATA L2 =) () |
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Whatever level you specified will be ranked. In this example, the category summaries are ranked within each

month.

_Ori

Bt

Date Check PayTo

Mar 30, 2010

| Aug 31, 2010

MNov 30, 2010

Bl

arate LnecE oD
et T e AT L

Memo

Advertising

Telecom
I ilitioe

y

y

y

y

Debit

3,602.66

000
1,363.94
1.254.50
1,743.34
2.123.24
4.047.93
1,580.00
1,22B.70

454.95
208.96
24,608.22
2,253.88

0.00
1,B61.05
1.254.50
1.186.08

68432
8.598.97
1.271.43
1.580.00
1,357.88

354.50

207.73

20,610.35
2,607.83
00D
1.254.50
1,015.08

415.43
9.189.31
2.930.92
1.580.00

938.68

468.80

184.14

20,584.70
2.396.43

.00
2.828.50
1,254.50

321.54
7,172.41
2,380.31
1.580.00
1.486.09

417.81

274 R1

144 visible /659 total ||| airl o Yal» 2

Lo
ik
b

B
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Ranking the summaries doesn’t affect the ability to expand detail. For example, now that the summaries are
ranked we can easily see that the purchasing category in May was a bit higher than usual. To find out why,
right click on the record and choose Expand One Level of Detail (or just click and choose the Expand tool).

Mar 30, 2010 | Collapse Underlying Detail
0.0
1,861.0 -
12548  Qutline Level: RAW DATA
"tia3 Outline Level: Debit
f-m Qutline Level: Category
15800 Outline Level: GRAND TOTAL
1.357.8
m 1
m?i Remove All Summaries
Aug 31, 2010 20,6103

Category
ARy
Depasit

Fiend ASEais
Insumanos
Dffice Supples
Payroll
Murchases
Rant

Shipping
Tehscorm
Uiities
Dﬂm 42538 Collapse this to Category
Fiuid ASBBIE
Insurance
Legad

Offica Supples
Payroll
Purchasss
Hant

Shipgareg
Teipcom
iLhiition
Adverising

2078 Select Same Value
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Now we can see that there was a large purchase made to Stamford Manufacturing, raising the purchasing in
that month.

Date Check PayTo Category Memo Debit| |4
Advertising 360266
Dapaosit 0.00
Fixed Assets 1,363.94
Insurance 1.254.50
Office Supplies 1,743.34
Payroll 2.123.24
Mar 2, 2010 178 Oregon Mational Emgineerr Purchases Irvoice 647191 20577
Mar 22010 181 Tech Media Purchasaes Im¢céce BE10 556.72
Mar 2, 2010 194 Precision Plastics Purchases Irvoece 10488 458.49
Mar 3, 2010 198 Clark Supply Purchasas Imecéce 47372 318.44
Mar 9, 2010 200 Telon Productions Purchases Imvoece 268984 265.12
Mar 16, 2010 206 Clark Supply Purchasas Imeoéce 73927 328.26
Mar 16, 2010 207 Oregon Mational Emgineerr Purchases Irvoece 73178 336.09
Mar 30, 2010 214 Tebon Producticons Purchesaes Imvoéce THFG3 726.98
Mar 30, 2010 215 Precision Plastics Purchases Imvoice 42862 411.58
Mar 30, 2010 218 Miller Industries Purchasas Imecéce 47187 400.48
Purchases 4,047.93
Rent 1,580.00
Shipping 1,228.70
Telecom 45495
Litilitias 208.96
Mar 30, 2010 24,608.22
Advertising 2,253.88
Dapaosit 0.00
{ Fixed Assets 1,861.05
Insurance 1,254.50
Legal 1,186.08
Office Supplies 6d4.32
Payroll 8,588.97
Purchases 1.271.43
Rent 1,580.00
Shipping 1,357.89
Telecom 354.50
Utilities 207,73
| Aug 31, 2010 20,610.35
| Advertising 2,607.83
Depaosit 0.00
Insurance 1.254.50
Legal 1,015.09
Office Supplies 415.43
Payroll 9,185.31
Purchases 2,330.92
Rent 1,580.00
Shipping 938.68
Telecom 468.80 -
Utilities 184.14 i
. Nov 30, 2010 20,584.70 Iy
Birksartizing 7 908 43
154 visible/659 total IR &= Y <[>

The ability to “zoom” in and out like this is a great tool for actually understanding your data.
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Additional Calculation Options

The summaries shown so far have totalled a single field. However you can also perform counts, averages, etc.
and you can also perform calculations on multiple fields. To change the type of calculation, choose from the

pop-up menu.

@ @. & -I:i" __ Hide non-analyzed fields
£

| | Category

|
{ Cancel ) € Apply )

#) 12 groups Y

g _ Summarize by (Group Up)

) ( Debit

| ( Category

+) Grand Totat 924,357.36 — i+

&

Summarize by (Group Up)

Total
Count
Minimum
Maximum
Propagate

Qutline Level
Remove Detail

Sort Up

Sort Down
T —

To perform additional calculations, click the + button on the right.

@, * l:? __| Hide non-analyzed fields

..........

© Cancel )

e y ¥ |
1L [ Summarize by (Group Up) :) (_Category $) 12 groups -+ |
4t ( Total +) ( Debit 3) Grand Total 924,357.36 (s |
& (Towl 2§ 4-’//-/.;]7
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Then use the pop-up menus to choose the type of calculation (Total, Average, etc.) and the field to perform
the calculations on.

+) |_Category ) 12 groups - |

+) ( Dabst t | Grand Totak 924,357.36 EIE]

| Credit %) Grand Total 241,913.87 =@ |

i ( Outline Level :) ( Category N % +i

It’s possible to perform multiple calculations on the same field, for example both the total and the average, as
shown below.

ﬁ ﬁ h:i" __ Hide non-analyzed fields F Caricil :., Wl
e £ e = !
f‘. Summanze by (Group Up) + ) | Category 2] 12 groups - .|.
& ( Total 3 ( Detit_ 3} Grand Totat 924,357.36 =
1 | Average :) [ Debit 2 ) Overall Average: 1,525.34 - -_|---'
+ | Outine Leve +) | Category - @ |

Both calculations will be displayed in the preview (as shown above). However, when you press Apply only
the last calculation will appear in the database itself (in other words in the actual database only one calcula-
tion can be performed per field).

Hiding Non-Analyzed Fields

Sometimes a database will contain many fields but only a few are of interest for summaries or analysis. For
example this database has over a dozen fields but a typical analysis might include only two fields, Date and
Total.

L T e Ao (= Tidw Ip D™ 4 e He e e TrEaprns frrs Semse T =
- PR W i TN A A, fEEE (RER ERE-TRAd Ve als AERT DAk SRR EFAZi g R R N R 4f ha 1158 K‘:':':I\ b
g e AL IRTw A Pl w1 ANRE INGE) SER-AdT Weirles LR SABEASI] BAR -Eer Pe - T EE- I B L2040 EADLA m
TR (M Doleran 534 L iFrm Circle- Gafzez o SRR (313 TR Ve ATE-2EIE FIER-EERE D4 T-5F L BT B - P B F341 A1
T | Pl Fomei Fp B o Ay W OEENY 30T TR LR VesseCasi SFH-IRE-ORER- T DRASE Tl G54 - A 545 L ]
] e e 5% & Wates e S W THND (X8 BRI Wes L Lalh o PRE T - T-tara bgran [l 88 0-E4) L ] 3y
Fadrw Faed IS M Sy Pomsamd 0= 3724 [BG0) IERSTAE  ewerCand Tk HESR-ITON TR DD BP Sl gy Doy Tl G 4.4 ITRSE MHER
e Do B AW, Yieas B Esit Bac iy 4 BEESR (RTE] ST AMDD - denerCen p S Rl T L P ~Fwedy B Dok Do Sau- 4 Hl42d Jlagd
Tearw g Pt B N Fgtie B Famia o BRI RVPREVRT . Vea e Dlai Akl BAMn T prata P G- T HY B B i b 168 il
13 |Gy Frs=m FET12 Deowih Sared Bd T D o SREME (E1D] SREEIND MesterCad HET AP GTIE RE T =Ly UG- T0. ¥ -1R ¥ FILEG  TLQe 20934
ane A BT 5 S Bpg PrpaT 0F  ADIEE  [(Ri) WTEN1T Ve L v Br) B g R L] ] 1-5aT P FTR-24 31-24 1 fot 1) ek b
S |k Lol AW gl e ErTwaw m PaldEE (A RGEESSE Ve abE AR ERR AT B = o g . g o) o i [ g | bl d ]
| S W Tt 5 Sy Tr L L DT (O] SPER0NT. e Dapews FLITITSETHOS-RETD 900D Ty Paenfe S0 50 B0 2IEA 21E2
S |eeawan Baps 23T W 200 Lo U el W BRI ] EE-NEAY Was a2 PARETIL-2APE DNDD 14 a0 G Doy Trw Cae 4.1 raz ras
[P ) PR TRE N Bt o i i i £a  WEMT (4 WLE-PREE Wes e P I G akal #544  DESED % Pt P WP FF Ak FT A¥3, 4 - XS afE e
18 [Berlers Cobls L 5 Do SFver =t ] A NX0F (NET B0 Was et R LIS o T = i T8 |0 Tes Soprer- B 3-3 0T FARAY ALPd AR
T 8 W Qebessond D Sorw Prdlgtoighis O SELT [EFRR2-EIAE Slaweelad TUPI-ADS3 S-S  DLAIT - Ppway B B- 200 TN 0 NS NIENE -
FRI0E o etk Fohmin Pl b i LT (MF TEEEAIE  Vias aelf AR FOAEE SEPE  BLAEE T - BT s Parda 08 T, 4000 HI W w
"
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In this situation, simply check the Hide non-analyzed fields option.

@ }':'l_: " [ Cancel :I(-—Wf-g iy

3¢ ( Summarize by (Group Up) % ) | Date (by Maonth) ) B groups =)+
i ( Toul $) ( Total_ s Grand Total 153,306.22 =) ()
4 ( Outine Level £ ( Date (by Montn) ) o@

When you press the Apply button, Panorama will automatically hide all of the fields that aren’t involved in
the summary or calculation. This makes it much easier to examine the summary information.

Date Total

CREIZIIIN 14,939.24
02/28/10  16,463.98
03721710 17,522.50
04/30/10  14,820.58
05/31/710  20,641.00
06/30/10  24,033.76
07/31/10 16,916.54
08/31/10  27,970.62

153,308.22

&
v
i

Sometimes you might want to leave one or more fields visible even if they aren’t part of the summary or cal-
culations. To do this, add extra rows to the analysis and specify Show for these fields, as shown below.

@ ﬁ, ﬁ ﬁ‘?’ W Hide non-analyzed fields ':: Cancel :} W’ I
1¢ [ Summarize by (Group Lip) : 1 | Date (by Month) ) 8 groups -+
b ( Summarize by (GrouplUp) &) [ PaymentMethod +) 3 groups (=) (%)
3 ( Total $) ( Total $) Grand Total: 613,232.88 (=i |
46 [ Outline Level : ) | Date (by Month) ¥ =y ()
@t | Show %) [ Number 3. =i+
4L ( Show ) [ Name ) ot s
10 (_Show +) ( City :) (=i
it (Show i) State B =@ |
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The primary reason why you might want to show these additional fields is so that the raw data in the fields is
visible when you expand details of the summary, like this:

Q.0 Sales

Number Date Name iCity State | PaymentMethod Total =1
01/31410 14,939.24 H
02728710 16,463.98
0353110 17,522.50

American Expres 5067159
MasterCard 5.810.09
1368 02701510  Erc Morton Los Angelas CA - Viss 130.10
13659 02501510 Brian Herriman Crescent City CA Visg 125.47
1373 4701710 Herbert Parks Portland TX Visa B9 585
1387 04702510 Lawrance Dawson Miz i FL Visa 132.24
1388 04704710  Patricia Paul Alexandria VA Wisa 113.892
1389 02705510  Esther Naylor Greanfield M Visa 176.74
1382 047057510 Janet Valdez Willlamsburg VA Wisa 87.14
1400 02707510  Cherdd Berny Ozark MO Visz 22.96
1407 D£708/510  Gerald Silva Oklahoma Cigy  OK Visa 2.49
1403 02508510 George Wasson Glenrock WY Wisa 132.57
1418 4711710 Michzel Greenberg Shelby MT  Wisz 237
1425 0&713/10  Robert Nielsen De Leon X Visa 183.22 |
1429 04514710 Henry Conmer Marmarcneck NY Visa z9.87 m
1430 047514510 Stephaznie Lambert  Chilton TX Visa 146.16
1434 0215510 Wendy Lerner Huntington Beac CA Visa 216.72
1435 04515510 Joanne Roberts Arlington TX Visg 209.07
1436 047515510 Richard Tarres Trenton Ml Viza 74.95
1447 02718510 Jdanice Hoffman El Paza TH Viza 1533.24
1454 02720010 Douglas Cestanedz . Hayward CA Visa L.80
1455 Q452050 Brenda Cochran Storrs Mansfield CT Visa 8315
1456 D4/20/10  Philip Spurgecn Duncan OK Visa 140,12
1457 Q472050 Kennath Dewitt Fort Lauderdale FL Visa 122.45
1463 D2/21/10  Thomas Duffy Phoenix AZ Visa 244.35
1471 02724510  Earl Brewster Harker Heights  TX Visa 3444
1472 4724710  Herbert Rosen Arlington VA Visa B7.04
1477 04725510 Arthur Dunn Orlzndo FL Visa 20070
1478 0a/25/510 Eugene Walker Aurora aR Visa 20.66
1480 0226510 Judy Chase Farmington MM Visa 134.69
1487 04729510 Mary Soffci Lebaman T Visa 23.44
1493 04730510 Anthony Willams Hawthorne i Visa 253.45
1497 D4/30510 Lewrence Connors Mifflintown PA Visa 175.44
EEN 394330
043010 14,820.58
05731140 20,641 .00
06730710 2403376
orr3ansg 16,916.54
08s31/.10 27.970.62
153,308.22 il
43 visible/1290 total 4 ri (= 4| >

Of course you can customize which fields are visible at any time, see “Temporarily Hiding One or More
Fields” on page 130.
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Previewing Subtotals

The Summarize & Analyze dialog allows you to preview summary results right in the dialog. When you click
on a summary, the subtotal and preview areas update to reflect the item you clicked on. In the database
shown below, there were 120 orders placed in February 2010, for a total of $32,927.96.

ﬁ ﬁ 1;:? _| Hide non-analyzed fields

s -

10 [ Summarize by (Group Up) + ) Date {by Month) 2 8 groups ) .|.1|
b ( Summarize by (Group Up) i) [ Sate +) 52 groups —=)# |
& ( Total +) ( Total +) Subtotal: 32,927.96 e®|
40 ( Outline Level 51 [Tat-u[bme‘rﬂ’:}//:]V _..|..I

 Dato (by Mornth)
iJan 2010 /‘:w/ .
Feb 2010 AL ki
War 2010 E AR m
Apr 2010 Az
May 2010 cA
Jun 2010 co
Jul 2010 €T
Aug 2010 e
DE L
FL .r
| Number | Name | Org | Address City |State |Zip | Country |internet | DayPhone
118 Q2081710  \leffrey Friedholm 475 5 Westrmnster Ln Bilings MT 59104 {406) 345-) &
1109 02701710  |Elizabeth Hartiey 656 Marth Brook Cir. Madison Wl 53783 (608) 921-{ ¥ |
12 02400710 | Phyliis Snydar 42 50 South Elmwood Rd Palos Park iL Gidg4d (708} 942-:
1115 02002510  Bewerly Gambie 525 5 Camaon Drnee Mew Yor Y 10015 (212) 478~
1116 02/02/10  |Judith Krudsen 344 NW. Waverly Dr. Miami FL 33189 (305) B22-
11149 ﬂ.E-I'".'IE.-"H:I Laura Phelps 153155_&.—n:hwm:| Rd. Saint Louis b .EE-‘-EI (314) TAT-
1121 02003410  |Patricia Humphirey 34406 E Hing Rd. Oakton WA 22124 (703} 372-
1122 02/03/10 |Tracy Connar 9607 W. Blatk Ave. Watertown NY 13601 (315] 43B-
1123 ﬂE-I’GIEﬂ 0 |Scott Hi;:hlﬂ-l 9836 5, Cook Rd Unign Piar ki 49129 [G16) 819
1124 _112."‘1!3!1 0 |Donis Gutiernresz 2276 West Arden Dr Renton WA E!H-EIEE [.EE_E! T65-
1128 020410 | Margarer Moyer 6336 W. Arrew Street Dewitt MY 13214 (315) EEIE-'-: {
1120 02/04/10  |Walter Swanson 33223 S.E Edwards Bhvd.  Minneapolis MM SSATB (E12) 622 v |

total

4 W

yaiel o
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If you’ve grouped by multiple columns, you can click on multiple summary items to preview them. The illus-
tration below shows that there were 3 orders placed from Arizona in February 2010, and you can see exactly
who these orders were from. You can click around to preview any summary you like. If you click a selected
summary, it will become unselected (for example if you want to see the grand total again.)

Panorama Sheets

e Analyze Data
@ .& .@ , \r. ' | Hide non-analyzed fields { Cancel 1" f—‘ Apply -’
1L [ _Summarize by (Group Up) : ) ( Date (by Month) +.) 8 groups =1 {4
it ( Summarize by (Group Up) = [ State s 52 proups =i+
. ( Total : ) Total %L Subtotal: 566.49 -+
Outline Level : | Date (by Month s -+
Summarize by...
- Dato (by Month)
Jen 2010 e
Feb 2010 AL ki
War 2010 AR m
| Apr 2010 AZ
! Mgy 2000 CA
Jun 2010 o
Jul 2010 et
dag 20100 [
DE k
FL
. Number | Date | Name | Org | Address |State|Zip | Country |intemet | DayPhone
1768 02514510  Richard Lopez 85 M. Aurora Drive Tampe asz2az2 (802) GoE-
1136 02/05/10  Mary Byrd 178 £ Koystane Tral Show Low AZ 85902 (520) 654
1205 0222710 Craig Nobla 25688 KW, Posi Avenue Rodl AZ 85347 (520) 533-

3 matchesd t 290 total

Using this technique you’ll sometimes be able to get the answers you need right from the dialog, without

even pressing the Apply button.
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Managing Analyses

The tools in the upper left corner of the Summarize & Analyze dialog allow you to manage and easily re-use
previous analyses.

Clear Analysis Favorite analyses

L/

Qasn

%

Frevious & Next analyses

k2

Clear Analysis — This button clears the current analysis, reseting the dialog. (If you press Clear Analysis by
mistake you you can press Previous Analysis to go back.)

Previous Analysis, Next Analysis — This pair of buttons allows you to go back to previously used analyses.
(Note: Only analyses that you actually "finalized" by pressing the Apply button are included in the list of pre-
viously used analyses.)

Favorites — This button displays a pop-up menu of favorite analyses, along with options for adding and
removing favorites. To select a favorite you’ve saved previously, just click on the star and choose the favorite
from the menu.

OUNLO) Analyze Data
@ % fé‘ n-'-f:. | Hide non-analyzed fields 4 Cancel {- Apply }
Summarize H?__F l]‘_|" Months . s,

Outline Level Add to favorites...

|
+

L

Curmmarize ..

i

The analysis is restored just as it was saved. You can use it as is by pressing Apply, or you can modify it first.

WO _ Analyze Data _
@ *@; @‘ ’47 " Hide non-analyzed fields “ Cancel 1'" ( Apply )
Summarize by (Group Up) & 1 | Date by Month) %) Bgroups =i
Summarize by (Group LUp) i) [ State +) 52 groups = (&
i | Total i Total » | Grand Totel 673,232.88 L
Outline Level + 1 _Date {by Month) 3 =)+
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To save a new favorite, first set up the query specification, then click on the star and choose Add to favor-
ites...

@ ﬁ é & | Hide non-analyzed fields ( Cancel }WH
¥ (Summarize g by Moniths { Year) 3 2 groups =+
§ Cimmagay Y MOMNSDYSES founey ) e 00
¥ ( M{; ' s Grand Total 613,232.88 (=3 ()
4 (Qutline Level ¥ I Year) &) (=) (%)
LE =

Enter a name for the new favorite.

e —

Mame of favorite

Iby Year by Quarted I

(Eancelj] ( OK jl

Your new favorite now appears in the pop-up menu.

006, Analyze Data
@ '@ é’ ﬁ. I Hide non-analyzed fields ( Cancel 'j

- summanzeby by Months
———— by Months by States

@
+

4 [ Summarize b _ =Y

& C - by, Year by Quarter =

& (Jotat | beak 613,232.88 @
~omina ava] Remove "by Year by Quarter” from favorites... ' +
- Rename "by Year by Quarter”... | )

To delete or rename a favorite, first select the favorite from the pop-up menu. Then choose Remove or
Rename, as shown above.
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Earlier in this book the concept of field properties was introduced, and basic field properties were discussed.
This chapter covers the subject of field properties in detail. Learning about the properties described in this
chapter is optional, but they can help you make your databases faster, easier to use, and more error free.

Modifying the Properties of an Existing Field

To modify a field’s properties, choose Field Properties from the Fields menu, or simply double click on the
name of the field at the top of the data sheet. There are nearly two dozen properties that you can customize.

Alignment: m =
Output Pattern: i)
Preview:
Auto Caps: [ OFf i_l Duplicates: | Yes 5__'

E Clairvoyance® (Aute Compiete)

Default Value:

Imput Pattern:

Input Range: |

| EPIRT  (PPRRH i (e
il

Choices:
[ Auto )

space Bar: | £ Spaces Same as Tab =)

Formula: | lookuplastlinfol"databasename "),

i I—Il "PayTo" «PavTox, "Category 0,00

Preview: Advertising

_ Recalculate all recards when closing dialog
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Field Name

Each field in a Panorama database is identified by a field name. Field names serve several purposes: they
remind you what the field is for (i.e. the Dates field probably contains dates, the Name field probably con-
tains names, etc.), they appear at the top of each column in the data sheet, and they are used to identify fields
in formulas (for example Anount =Q y*Pri ce).

There are no absolute restrictions on the field names you choose. Field names may be as long as you want,
and they may contain any character that can be typed from the keyboard. Field names may be split over two
or more lines. You can even have two or more fields with the same name (but we recommend that you avoid
this, see the next paragraph).

However, if you are planning to use a field in a formula, you may want to avoid some of these unusual possi-
bilities. If you have two or more fields with the same name, only the first field will be accessible to a formula.
Field names containing blanks or punctuation (for instance P/E Ratio) are more difficult to use in a formula.
To use such a field in a formula, you must surround the field name with « and » (for example «P/ E Rat i o».
See “Fields” on page 286). (If you left out the «», Panorama would think you were trying to divide P by E,
with Rat i o left over.) You may want to avoid field names like Date, Seconds, And, Or, and Sum. These
names can be confusing when used in a formula because Panorama has functions with the same names.

Multi-Line Field Names

A field name can be split across one or more lines, like this:

OO Field Properties

Field Mame: | First
% Name{

v

Type: | Text =

In the data sheet, the title of this field will also be split over multiple lines. As you can see in the example
below, you can mix field names that have one, two, three or more lines.

0.00 Conference
. Cormpamy Street Suite, City Btate | Fip &
me hame Address Box Cow
: Alpert Signal Research 1120 Sharon Pa Cuperting iCA Eﬁm
Mr.  Arthur Clairmont Sowth Coast Office Preduc 4380 Kaiser DOr, Cupertino iCA 1%
Mr. Harold Caobb Cobb Associates 3912 Phillip 5t. Cuperting iCA 85
Mr=. Sherry Grossman Pablo Distnbution 1400 Valley Riwve Cupertino ICA 1%
Mr.  Peter Parks Hamilton Press 41 Kenosia Ave. Cuperting iCA 85
Mr=. Michella Adams Sceptre 10159 Allsance | Cupertino iCA 1%
Mr=. HKathy  Schwartz Wendover Insurance Group BY4 Castro 5t Long Beach iCA a0
Mr. Charlas Arrow Arrow, Inc. 390 Davis 5t Los Angeles iCA g0
Mr. Dawve Ellea First Row Group 547 Jocom Way Los Angeles iCA a0
Mrs. Cindy Blunden  Hot Lines, inc. #6 Hoower Pk Palo Alto iCA o
Mr. Robert Dom Valley Services 33 Cambndge Pl Palo Alto iCA i
Mr=. Roxie Jacobsen Alpha Pic 174 Beflewue Av Palo Alto ICA 94 o
Do _Dencdie T moer A Taeee Q230 Deme D | Ol A~ A A
122 visible /122 total « v B Tale s

In a formula, any carriage returns in the field name are represented by spaces. For example, the fields in the
database above would be represented in a formulaby T, «Fi r st Nanme», «Last Name», «Conpany Nanme»,
etc. The « and » characters are necessary because of the space in the field name.
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Field Data Type

In Panorama Sheets, all data is not the same. Just as Eskimos distinguish between 16 types of snow, Pan-
orama distinguishes between four types of data—text, numeric, date, and choices. To get the most out of a
database, Panorama needs to know what type of data you intend to store in each field. This lets Panorama
store the data efficiently and check for data entry errors. It also tells Panorama how to compare different val-
ues (numbers, text, and dates are all compared differently) which is important for sorting and selecting data.
The data type also tells Panorama how to format some kinds of data (numbers and dates).

As mentioned above, Panorama databases can contain five different types of data. When you create the data-
base, you specify what type of data will be stored in each field.

Data Type Uses Examples
Text Names, Addresses, Descriptions, etc. John, 234 Peach Avenue
Numeric Prices, Quantities, etc. 4,78.23, 4.9e-2
Date Dates. 9/18/2002
Choices Multiple Choice Options Yes/No, Gold/Silver/Bronze

The text data type is used for storing ordinary text—names, addresses, descriptions, etc. Panorama cannot
perform mathematical calculations (add, subtract, etc.) on data that is stored as text.

The numeric data type is used for storing numbers—prices, quantities, etc. Use the numeric data type for any
field you want to use in a calculation. The numeric data type has several variations that are discussed later in
this chapter.

It’s not always necessary to store numbers in numeric fields. For example, zip codes and phone numbers are
usually stored in text fields, not numeric fields. This allows the use of nine digit zip codes (for example 92867-
3482) and foreign postal codes and phone numbers. In general, use a numeric field if you want to perform
numeric calculations (addition, multiplication, etc.) and/or if you want to select or sort the information in
numeric order (1, 2, 3, ... 10, 20, 30, ... etc.)

The date data type is self explanatory—it is used for storing dates (for instance March 1, 2009). Panorama
understands the properties of dates—it knows that May 1st follows April 30th and that there are six days
between May 28th and June 3rd. Panorama can handle dates from 100 A.D. to well past the year 20,000 A.D.

The choices data type is used for storing data that has only a few possible values—for instance yes/no, gold/
silver/bronze, or coach/first class. The choices data type saves space by storing a special code instead of the
entire text. When Panorama was introduced in 1988 these memory savings were important, but now this
option is rarely used.

Data Types and Memory Usage

When we started writing Panorama in 1986, a typical personal computer had about 1 megabyte of memory.
Because Panorama loads the entire database into RAM, it was critical to store the data as efficiently as possi-
ble. To do this we created a variety of data types, allowing you to pick the data type that was most efficient
for each field (for example, there are 6 different numeric data types).

Nowadays a typical computer has several hundred megabytes or even gigabytes of RAM. For most applica-
tions it is no longer necessary to be hypervigilant about choosing the most efficient data type. For example,
for numbers, it’s usually fine to simply use the most flexible floating point option, even though this con-
sumes a little bit more memory. It’s also rarely necessary to use the choice data type—you can simply use the
text data type instead. Throughout the rest of this chapter you’ll find a lot of discussion about picking the
most efficient data type for each field. If you are working with small to moderate size databases (from 10 to
20,000 records) you probably don’t need to worry about picking the most efficient data types. You can simply
stick with three basic data types—text, floating point numbers, and dates. That being said, you can probably
skip over most of the material in the rest of this chapter!
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Modifying a Field’s Data Type

The data type of a field can be specified using the Field Properties command in the Field menu. The Field
Properties dialog box contains a pop-up menu for selecting the data type. Tip: You can also open the Field
Properties dialog box by double clicking on the name of the field on the data sheet.

8" e Field Properties

Field Mame: - Zip

e

ki

Type: Text

Alignment:
Date

Output Pattern: Choices 2

Data Type Conversion Problems

When you change the data type of an existing field it is possible that you may lose some of the data in that
field. For example, if you convert a field from text to numeric, any letters or punctuation will be lost in the
conversion. Panorama will warn you if this situation occurs.

Warning: 5ome data may be las in converiion

@ Click QK to continue anyway, 5¢lect Problem
Data o see the data that cannot be converted,
or CANCEL o abprt

m _Selzn:! EDb'EiTl [iaka [ EF. ; 1

The alert gives you three options:

OK — Pressing this button tells Panorama to complete the conversion. Any data that cannot be converted
will be removed. For example, if you are converting a field from text to numeric any non-numeric data will
be lost in the conversion.

Cancel — Pressing this button cancels the conversion

Select Problem Data Pressing this button tells Panorama to cancel the conversion and show you the data that
Is causing the problem. This option lets you look at the data that is causing the problem and decide what to
do next. If necessary, you can make manual adjustments to the data, or you may decide that you don’t want
to change the data type after all.

For example, suppose you wanted to change the Zip code field in the database below to numeric.

- g l 5 ! Contacts . "

Address City Exate | Zip Country A
552 Morthgate Lindenhurst L BI04E f f
12 Upland Lans Armmank NY 10504 m
BEGS Ave Mendota Heights MM 55118

4554 Pelham Toledo OH 43606

398 N Churchil Harrin ONT  WHA 7EZ CANADA

161 Nortan St Mew Haven CT BESTT

23 Dak 51 Lexcingtan WA 02173

2754 Parkway Beverly Hills CA 80210

B985 Lark Frince Rubert BC 530 Sm4  petChE

TO&5 Mando! Westchoster L BOT53
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When you attempted to make the conversion, Panorama would display the conversion warning alert. Press
Select Problem Data to see what is causing the problem.

= Nele} Contacts

Address City Seate | Zip Country A
L

308 N Churchil Barrie onT  [EEDEEEY canADA

BBE Latk Prince Rubert 8C 53D 9H4 CANADA m

Aha! The problem is the Canadian postal codes, which have letters instead of nhumbers. At this point you
would probably want to rethink the idea of converting the Zip field to numeric.

If you did decide to go ahead with the conversion, Panorama would strip the letters from the Canadian
postal codes.

8no Contacts

Address City State Zip Country A
L

398 N Churchil Barrie ONT 572 CANADA .

B58 Lask Prince Rubert HC 3894 CAMNADA

When you are done looking at the problem data, choose the Select All command (Search Menu) to make all
the data visible again.

Numeric Data

Numeric data can be stored in either fixed point or floating point format. If you choose fixed point you have
achoice of 0, 1, 2, 3, or 4 digits after the decimal point.

Number of
Digits After Example Largest Value Smallest Value Typical Uses
Decimal Point
0 93842 2,100,000,000 1 Quantities, Part Numbers
1 73.1 210,000,000 0.1 Rarely Used
2 253.22 21,000,000 0.01 Money (Dollars, Pounds, etc.)
3 0.447 2,100,000 0.001 Rarely Used
4 929.1123 210,000 0.0001 Rarely Used
Float 1.46e-12 1.7+10308 2.3107308 Scientific Data

You may wonder why there are so many choices for storing numeric data. After all, a number is a number—
right? Not quite. By choosing different numeric storage formats you are making a trade-off between space,
speed, accuracy, and range.

Storing numbers using floating point gives you the most accuracy and numeric range. Floating point allows
you to store extremely large or small values with up to 16 digits of accuracy. If you are in doubt, go ahead and
pick floating point format.

Fixed point storage is more limited. The accuracy is only about 9 digits. The largest number that can be stored

is about 2 billion (2210% while the smallest fixed point number is 0.0001 (10%). Trying to store larger or
smaller values using fixed point storage will result in errors.

On the other hand the space required for fixed point storage is up to 8 times smaller than floating point for
the same number, and Panorama can perform fixed point arithmetic much faster than floating point. You
should use fixed point numeric storage whenever possible. Check the table above to see if the numbers you
will be using fit in one of the fixed point numeric ranges.
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You can set the number of digits via a pop-up menu in the Field Properties dialog box.

Tl Field Properties
Field Name:  Debit

=

b3

Type: | Numeric Digits: Float

: —3 Money
Alignment: |_§__| |_E_! = 0
Output Pattern: | # == 1 i
3 E
Auto Caps: | OFf » | Duplig 4 L =

| Clairvoyance® [Autorcompeemsgms

Money
Usually the best way to store monetary values is using either 2-digit fixed point or Panorama’s special Money

format. The money format is the same as 2-digit fixed point but automatically enters the decimal point for
you during data entry. This table below shows how Panorama interprets data you enter into a money field.

V\Qﬁgx(_)u it becomes
87204 872.04
3267 32.67

14 0.14

2 0.02
42. 42.00
154 15.40
156.78 156.78

Both the 2-digit and money formats allow you to store monetary values up to 21 million dollars, pounds,
francs, etc. (If your business deals with values greater than 21 million you should use floating point numeric
storage.)

Numeric Output Patterns

Output patterns allow you to control the way a number is displayed. In the Fields>Field Properties dialog,
output patterns can be used to control how numbers are displayed in the data sheet. Output patterns can also
be used in a formula.

Below are some ways the same number may be displayed using different output patterns. Remember, the
way a number is displayed does not change its internal value. All the numbers listed below have the value
2654,

2654

2,654

$2, 654. 00

002654

2. 654e+3

26- 54

Two t housand six hundred fifty four
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Numeric output patterns consist of a string of characters containing one or more # symbols. The # symbol
tells Panorama how and where to print the number.

The overall output pattern for a field can be set using the Output Pattern section of the Field Properties dia-
log box.

type pattern here, or...

L d e e

Output Pattern: #'J_##

Preview: 1,234.56 choose from pop-up

Auto Caps: | OFF » | Duplicates: | Yes

| Clairvoyance® (Auto Compiete)

Default Value:

1,234.56

ormat: (=) Fixed Decimal Point
¥ Use Thousands Separator
() Scientific Notation
(Z) Dollars and Cents

| 2 + | After Decimal Point

atives: (®) -1234 () 1234- () (1234)

Currency: [ ] Dollars [] Eure [ ] Pounds [] Yen

Simply choose the options you want using the checkboxes and pop-up menus. Close the window when you
are done.
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Fixed Decimal Point Patterns. The table below shows how the output pattern can be used to display num-
bers with a specified number of digits after the decimal point. These output patterns force a fixed point dis-
play even if you are displaying floating point numbers. They also allow you to override the natural display of
fixed point numbers. For example, a money field can be set up to display only dollars, while still keeping
track of cents for calculation purposes.

Number Pattern Display
1234. 56 1234. 56
1234. 56 # 1235
1234. 56 #.# 1234. 6
1234. 56 #. #t 1234. 56
1234. 56 #. 1234. 5600

Notice that if the number of # symbols after the decimal point is less than the number of digits in the number,
Panorama will round the number rather than truncating it.

Numbers with Commas, Punctuation, and Measurement Units. If a comma is added to the pattern, the
number will be printed with a comma every third digit. Other characters can also be added to the beginning
or end and will be displayed unchanged. For example, you can add a currency symbol or measurement unit
to the pattern, as shown below:

Number Pattern Display
1234. 56 #, . #H# 1, 234. 56
1234. 56 S#, . ## $1, 234. 56
1234. 56 #, . ## kg 1, 234.56 kg

Scientific Notation. If an E or e is added at the end of the output pattern, the number will be displayed using
scientific notation. Any number may be displayed in scientific notation, including fixed point numbers.

Number Pattern Display
1234. 56 #e le+3
1234. 56 #. #E 1. 2e+3
1234. 56 #. #ite 1. 23e+3
1234. 56 #. #H#HE 1. 235e+3
1234. 56 #. ###HE 1.2346e+3
1234. 56 #. #HHHHHE 1. 23456e+3
1234. 56 #. #A#AHAHE 1. 234560e+3
1234. 56 #. #E kg 1. 2e+3 kg
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Special Patterns for Negative Numbers. Negative numbers are usually displayed with a minus sign in the
front of the number. This can be changed to a trailing minus sign or to enclosing parentheses.

Number Pattern Display
-1234. 56 #. H#Hi# -1234. 56
1234. 56 #. H#Hi# 1234. 56
-1234. 56 #. H#i- 1234. 56-
1234. 56 #. H#i- 1234. 56
-1234. 56 (#. ##) (1234. 56)
1234. 56 (#. ##) 1234. 56

Leading Zeros. You can use an output pattern to force Panorama to display leading zeros. To do this, put sev-
eral # symbols in a row without a decimal point.

Number Pattern Display
123 HitH 00123
1234 HitH 01234
12345 HitHHHHH 12345

Tip: If you are storing US Zip codes in a numeric field, use ##### as the output pattern. This pattern makes
sure that all 5 zip code digits are displayed, even if the first digit is zero.

If your database also contains Canadian postal codes, the zip codes must be stored in a text field. In that case
no output pattern is necessary.

Plural Suffixes. If a pattern contains measurement units you may want to properly pluralize the units
depending on the value being displayed. Use the ~ symbol to do this.

Number Pattern Display
1 # mle~ 1 mle
5 # mle~ 5 mles

Displaying Numbers as Words. If you wish, numbers can be displayed as words instead of digits. To do this,
use the § symbol instead of the # symbol. Only one § symbol should be used. To make the § symbol on a
Macintosh, press Option-6. On the PC, press Alt-0167. Only the integer part of the number will be dis-
played—any fractional part will be ignored.

If you are displaying money, you’ll probably want to display the fractional part (cents) as well as the integer
part. You can do this with the ¢ (cents) symbol. On the Macintosh, press Option-4 to create the ¢ symbol. On
the PC, press Alt-0162. Use one ¢ for each digit you want display (usually 2).

Number Pattern Display
312 8 Three hundred twel ve
42. 29 8§ dollar~ and ¢¢/ 100 Forty two dollars and 29/100
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Dates

Panorama has a special data type for storing dates. When you use the date type to store your dates, Pan-
orama can sort your dates in the correct order, check your dates for validity as they are entered, and calculate
the number of days between two dates. Dates are quite compact; almost any date in the 20th or 21st century
will take only two bytes of storage.

Entering 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 tomorrow. Panorama will automat-
ically 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.

When a date is edited, Panorama normally displays the date in the format nm1 dd/ yy. However, if you have
set up an output pattern that Panorama understands for data entry, it will use that pattern instead. Patterns
that can be used for data entry include Mont h dd, yyyy,Mon dd yy,and nmi dd/ yyyy.

If you are using an international system and you enter the date as numbers you must use the format dd/ nm
yy. Panorama does not understand the format 7-Aug-1998. (However you may use any delimiter character
you want, for example 7/8/98 or 7-8-98 or even 7.8.98.)

Default Year and Century. When you enter a date, you can leave the year off and let Panorama figure it out
for you. Panorama will automatically round the date to the nearest year. For instance, if today’s date is 3/9/
02 and you enter the date 4/1 then Panorama will assume you mean 4/1/02. But if you enter 12/1 (or
December 1) Panorama will assume you mean 12/1/01, not 12/1/02, because 12/1/01 is closer to 3/9/02
than 12/1/02 is.

Panorama also rounds dates to the current century. If the current year is 2002 (or even 1992) and you enter the
date 7/2/23 Panorama will assume you mean 7/2/2023. If you want to enter a date more than 50 years from
the current date you must enter the full date, for example 7/2/1923

Date Output Patterns

Output patterns allow you to control the format Panorama uses to display dates. A date output pattern con-
sists of a number of individual components (month, day, year, etc.) that are strung together. For example, the
pattern nm1 dd/ yy contains three components and will display in the format 3/11/04.
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Automatic Capitalization

Panorama has four options for automatic capitalization: off, all, word, and sentence. You can set up automatic
capitalization with the Field Properties dialog.

ONOUE,

Field Name: Title

Text  +)
|

=||=

Output Pattern: )

Preview: Off
Al _.
Auto Caps: mcﬂm&: | Yes -3
Sentence o Complets)
Default Value: | |

Input Pattern:

The All option tells Panorama to capitalize every letter entered into the field. Use this option for fields con-
taining abbreviations—CA, NY, etc.

The Word option tells Panorama to capitalize the first letter of each word. Use this option for fields contain-
Ing names, addresses, etc.

Sometimes you may need to override Panorama’s automatic word capitalization. If you need an extra capital
letter simply press the Shift key (for instance McDonal d). If you want the first letter of a word to be lower
case type the letter twice (Bank Oof Aneri ca), then delete the upper case letter (Bank of Aneri ca).

The Sentence option tells Panorama to capitalize the first letter of each sentence. Use this option for fields
containing paragraphs of text—for instance catalog descriptions or correspondence.

Changing Capitalization of Existing Data

Automatic capitalization only applies to new data as it is typed into the database. It does not change data that
has already been entered. It also does not automatically capitalize imported data or data pasted into the data-
base. If you want to change the capitalization of existing data, you must use the Manipulate Data dialog.
This is best explained with an example. Suppose you wanted to convert the last names in the database below
to all upper case. Start by clicking anywhere in the Last column.

SO0 Contacts

First Last Tithe Company Address City Ctate | &
Bud Roble Rivarside Lumber 18901 Red Dak Drive  Riverside CA :_
Jeffrey Rodman 2 Cary Rd Chestnut Hill kA,

Cruck [T Acer Hays Lumbar 625 West 15th Hays KS

Janal Rundlett Purchasing J.R. Plumbing 8e01 Fairfax Kamsas City KS

Ed Ruth Szles Manager Chicago Lumber 1580 M. Dconto Chicago IL

Peter Schug 7718 Odell 5t Bronx NY m|
Jules Silk Ohanar J.5. Plumbing 5338 Waltham Rd Cheltenham PA |
Peter Silvers Customer Suppe P.5. Plumbing 9382 Hampson Mew Orleans LA -
Jokin Sloan 79 Danube Way Olympia Fields IL ;.
Johin Smith Sgles Manager Acme Widgets 12 Harmory Lane Huntington Beach CA T

10E visible/ 108 total iy

I =]
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Now choose Manipulate Data in Field from the Fields Menu.

— ) S0, Tl e 1} e =

@ﬁ» ﬁ . __| Modify Empty Celis Only # Live Preview [ Cancel ]m

( "Start with Field +) ( Last 33 {\.._!.J.
Dae Do s
Brown Brown . f"
Cross = start by pressing + m
.

Click the + button (on the right) to add another row to the dialog, then choose Modify Capitalization from
the pop-up menu.

@* . nm,ﬁmm,% ate Data in Las oy =T —

( “Start with Freld $) ( Last S @

:& Md PfEﬁKfSUfﬁH 1 | suifh '-_T_."i.'!'_:l
Sandwich Prefix/Suffix — — Py ==

nee Add Field to End — ”

3 Brow Add Field to Start i o =

Modify Capitali

Strip Surro undln e

Blanks i AT

I3

Now choose the type of capitalization you want.

@@, o nm{,mm,% ate Data in Las ey T —

. Start with Freld ..hr.m 83 +)

Word Caps
all lower case

Bud  ROBLE Riverside Lumber 1901 Red Oak Drive  Riverside CA |
leffrey  RODMAN 2 Cary Rd ChestrstHil. A [
Cruck  [[ETES Agent Hays Lumber 625 West 15th Hays KS

Janel  RUNDLETT Purchasing 1.R. Plumbing B601 Fairfax Kansas City K5

Ed RUTH Sales Manager Chicago Lumber 1580 N. Oconto Chicago IL

Peter  SCHUG 7718 Odell 5t Bronx NY

Jules  SILK Owner J.5. Plumbing 9338 Waltham Rd Cheltenham PA

Peter  SILVERS Customer Suppe P.S. Plumbing 9382 Hampson New Orleans LA

See “The Manipulate Data Dialog” on page 230 for further details about this dialog.
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Checking for Duplicate Data

Panorama usually does not care if you enter duplicate information into a database. However, if you wish you
can ask Panorama to check for duplicate data every time you enter or edit a data cell in a given field.

Panorama has three options for checking duplicate data—Yes, No Duplicates and No Unigue. You can set up
duplicate checking with the Field Properties dialog.

OO,

[

Field Mame:  Company

=
=]
=
=
1]
=
]
l
il

Dutput Pattern:

Previews:

Yes

Auto Caps: (Word  + Duplicates: [T o [T [To1 CLANE: |

| Clairvoyance® (Auto Co|  No Unique
Default Value: Ty ud

The Yes option simply tells Panorama to allow duplicates. This is the default.

Use the No Duplicates option to make sure that a value is not entered more than once. For instance, a check-
book database should never have duplicate check numbers.

The No Unique option tells Panorama to warn you if you attempt to enter a value that is not already in the
database. For instance if a field contains only Yes/No values, this option would warn you if you attempted to
enter True or False.

When Panorama encounters a duplicate or unique value (depending on the option), it warns you. However,
it does not prevent you from entering the value. You are given the option of entering the data even though it
conflicts with the existing data—it’s up to you.

Warning: You are attempting to enter a
duplicate value, Click OK to add anyway, or
Cancel to re-edit cell.

(Cancel) [ OK )
e i

Checking for Duplicates in Existing Data

Checking for duplicates only happens when new data is typed into the database. Panorama does not check
data that has already been entered, and it does not check data that is imported or pasted into the database.
There are, however, several techniques for checking for duplicates in existing data. See “Select Duplicates” on
page 166 to learn how to use the Select Duplicates command. Another method is to sort the data and then
use the UnPropagate command to identify the duplicates (by searching for blank cells). See “Using UnPropa-
gate to Eliminate Duplicates” on page 266 for details.
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Clairvoyance®

Many databases contain fields where the same information is repeated over and over. For instance, a check-
book will contain the same bills month after month—rent, phone, utilities, charge cards. Another example is
an inventory database that contains many items from each vendor, with the vendor name repeated over and
over. Panorama’s Clairvoyance feature anticipates when you are about to enter data that has been entered
before, and completes the entry for you. This can save you a lot of typing, and helps improve consistency as
well.

How Clairvoyance® Works

How can Panorama anticipate what you are about to type? The secret lies in Panorama’s ability to scan the
database in a fraction of a second. When you are using Clairvoyance, Panorama scans the entire database
each time you enter a character. As it scans the database, it checks the characters you have typed against the
data already in the database. When there is only one possible match, Clairvoyance guesses that you are about
to repeat yourself and completes the word or phrase for you.

type 1N [n |
€ [ne |

W [Hew ]

|

p | MNewport Beach

Of course, Clairvoyance can only be helpful when you are repeating a word or phrase that is already in the
database. If you are entering a new word or phrase, Clairvoyance cannot help you—but it won’t get in your
way, either. As you type in a new word or phrase Clairvoyance may guess that you are entering an old word
or phrase. Just keep typing, and Clairvoyance will automatically erase its guess when it no longer matches
what you have typed.

type N [u

|Ne

|New

| MNewport Beach

| MNewport Beach

| MNewport Beach

| MNewport Beach

spac

| MNewport Beach

|Newp-:-rt N

| MNewport Me

| MNewport Mew

wW<s®D®>S O™ 0T S0

| MNewport Mews
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Turning Clairvoyance® On or Off

Clairvoyance can be turned on or off with the Field Properties dialog box.

Dutput Pattern:

Preview:

Auto Caps: | W - i ] £5 f:__.
E Clairvoyance® (Auto Complets)

Default Value: |

Clairvoyance® Helps Insure Data Consistency

One problem when building large databases is making sure that information always gets entered the same
way, especially when more than one person is keying in the data. For example, a single company could be
entered in your inventory database many ways—

Fuj i
Fuji, Inc
Fuji USA

Fuji Photo, Inc
Fuji Photo Film USA
Fuji USA, Inc.

Clairvoyance helps solve this problem by accurately repeating the information time after time. You may find
that Clairvoyance’s ability to insure data consistency is more important than the keystroke savings.
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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.
For example, suppose that you are looking through a travel database for a particular Best Western Hotel.
Start by typing Best, then press Command/Control-Down Arrow. The first hotel with a name beginning with
Best will appear. Each time you press Command/Control-Down Arrow the name of next hotel (alphabeti-
cally) will appear—for example Best Western Aspenalt Lodge, Best Western Bar X Motel, Best Western Boul-
der Inn, etc. Press Command/Control-Up Arrow to move backwards through the hotel names. Continue
until the hotel you are looking for appears, then press Enter.

type b [B |
€ [Be |
S |Ees |
U [Best |

Cd/ Ct | - Down Arrow | Best Western Aspenalt Lodge |
Cd/ Ct | - Down Arrow [Eestwestern Bar % Fotel |
Cd/ Ct | - Down Arrow [Eestiwestern Boulder Inn |
Cnd/ Ct | - Down Arrow [EestiWestern Caravan Motel |
Cd/ ¢t | - Up Ar r ow [Bestwestern Boulder Inn |
Ent er

Best Western Boulder Inn
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Input Patterns

Sometimes you may wish to force the data being entered into a specific pattern. For instance in the United
States and Canada long distance phone numbers almost always use the pattern (999) 999-9999. Panorama’s
Input Pattern can take care of entering the pattern for you. Once the pattern is set up, you only type the
actual data (in this case the digits of the phone number). Panorama combines the data you enter with the pat-
tern to produce the actual data. For example, combining the input pattern () -
with 3124562468 produces the data (312) 456-2468.

An input pattern consists of a string of characters with an underscore in each spot where actual data will be
entered. The input pattern is just like fill in the blanks, but instead of filling in the blanks you fill in the under-
scores. (Press Shift-Dash to enter the underscore character. The dash key is in the top row of the keyboard,
just to the right of the 0 key.) The table below lists some common input patterns.

Type of Data Input Pattern Example
Phone Number (. . - _ - (312) 456-2469
Social Security Number e 234-54-5476
License Plate o AGB 287
Date I 03/24/05
Time e 11:24:36 PM

You can set up the input pattern with the Field Properties dialog.

O, Field Properties

Field Mame:  Phone
'

Type: | Text =

Alignment: = =

Dutput Pattern: |

Preview:
Auto Caps: | off » | Duplicates: | No Dubli{:atn:-s- .
" | Clairvoyance'® (Auto Complete)
Default Value: Sl
Input Pattern: () ____- i)
Input REange: ug& -—EEee
Chioices:
[ .I‘:-'I.IJI;EI.__:

Choose from a pop-up menu of common input patterns, or...

type the input pattern into the box

Tip: Input patterns should not be used with numeric fields. If you want to add a pattern to a numeric value,
you should use an output pattern (see “Numeric Output Patterns” on page 196 and “Date Output Patterns”
on page 200).
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Entering Data with an Input Pattern

This illustration shows an example of entering a phone number with an input pattern.

type 3 [&
1[G

[iZ12)

[(212) 4

[(212) 45

[(212) 456-

[(Z12) 456-24

[(312) 456-246

2
4
5
6
2 [Eiz) 456z
4
6
8

[(312) 456-2465

The input pattern is only active when you are adding new characters at the end of the text. It does not adjust
the data when you are inserting text in the middle of the cell. For example, it does not prevent you from cre-
ating a four digit area code, like this:

click in middle of text [iziE) 456-z462 |

type 4  [i3142) 456-za53 |

Using Input Patterns with Dates

The purpose of input patterns is to save keystrokes in data entry by inserting constantly occurring dashes,
colons, parentheses, or other punctuation. When it comes to date fields, you must decide how you like to
enter dates. Using the input pattern __/ / _ removes the need to type /’s (or some other separator)
between the month, day and year. However, using the pattern requires that you type leading zeros in front of
single digit months and days. For instance, to enter January 1st you must type 0101. Without the pattern you
can enter a single digit, for example 1/1. (Keep in mind that Panorama allows any non-numeric character as
the separator, so you could also type 1.1 on a numeric keypad—uvery fast.) It’s up to you which method you
prefer.

One other point to keep in mind—the input pattern can interfere with Panorama’s Smart Date feature (see
“Entering Dates” on page 200). For example, with a pattern if you attempt to enter yesterday you will get ye/
st/erday, and if you enter tuesday you will get tu/es/day. You can go back and edit out the /’s, but if you are
going to use Smart Dates frequently you might want to forego the input pattern.

An input pattern can be used to override Panorama’s century rounding feature. If you want to enter all dates
in the 20th century you can use the pattern __/ /19 . If you are using this pattern then Panorama will
treat 030423 as 3/4/1923, not 3/4/2023. (Remember, Panorama normally rounds the year to the nearest cen-
tury (within 50 years) if you do not specify all four digits of the year.)
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Restricting Character Types

Panorama normally allows you to enter any character that can be typed from the keyboard. If necessary you
can restrict the kinds of characters that can be entered into each field. Panorama has five different character
restriction levels—Any, Alphabetic, Numeric, AlphaNumeric, and Custom.

You can choose basic character entry restrictions with the pop-up menu in Field Properties dialog.

Type: [ Text =

L ; _l
Alignment: [E= [EI = |
Output Pattern: 2
Auto Caps: Off + ) Duplicates: o Du plicates T
| Clairvoyance® (Auto Complete)
Default Value: il

Input Pattern: (___) -

Input REange: | 09, --EEee

Choices: A“"r"
(" Auto Alphabetic
Space Bar: |_Insert space (normal) &) Numbers ™ |

AlphaNumeric
Formula: P

LE. Other... .—j

If you choose the Other... option an advanced dialog opens. Simply check the all of the character sets you
want to allow, then close the window.

-

[] Alphabetic (upper case)
[] w/accents

[] Alphabetic (lower case)
[] w/accents

[ Numeric Digits (0-9)

[¥| Spaces & Line Breaks
[T] Basic Punctuation

[] Quotes

] Math

[¥| Parenthesis

] Special
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Custom Character Restrictions

The Custom option allows you to exactly specify the characters you want to allow and disallow in this field.
The actual characters allowed are defined by one or more pairs of characters. Each pair specifies a range of
characters that are allowed. For example the pair 09 would allow all characters in the range 0...9, while the
pair az would allow all lower case letters. You can combine several pairs to create a more complex range, for
example az09 for all lower case letters or numbers. A pair may specify a single character as both the begin-
ning and end of the range, for instance %% (only the percent symbol allowed), or 09%% (numerals and the
percent symbol, but not the decimal point). If you wish to allow spaces, one of the pairs should be a pair of
spaces, for instance AZ az09. To preview the effect of a character range you can use the ASCII Chart wizard.

The table below shows some common examples of custom character restrictions. For each range a sample of
Ok data and bad data is shown, with the disallowed characters shown in red.

Custom Range Ok Data Bad Data Comments
0 o2azy | W g o deeina o spaces o
09.. 156.23 1,294.48 Basic fixed point numbers
09. . %% 67.82% 67.82 % Percentages (no spaces)
09// 5/23/02 March 1st Numeric format dates
09:: 1:24:83 1:24 PM Time
09 ::AAaaMVMMPPpp 5:32 PM 5:32 DL Time (am/pm)
A7 SEATTLE Seattle Upper case letters only—no punctuation or
lower case letters
Azaz John John Smith Letters but no spaces
AZaz @) . sue@my.net sue$my.net Handy for email addresses
09 (())-- (213) 444-1234 342-3982 ext 12 Basic US phone numbers
U Nifio El Nifio Everything ok except spaces

If you are using the Field Properties dialog, you can set up a custom restriction by typing the custom range
directly into the dialog.

Auto Caps: Egﬂ‘ -

4k

Duplicates: | No Duplicates

| Clairvoyance® [Auto Complete)

Default Value: 3

Imput Pattern: ((___) -

Input Rang€: osCi[[1H) ) 3

Choices:
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Default Values

When a new record is added to a database, it is usually completely empty. You can, however, set up a default
value for each field. One way to set up default values is with the Field Properties dialog. The dialog below is
for a State field which defaults to CA (California).

Figld Mamie: | State

Type: -_:fexi j
Alignment: m s

Output Pattern: %

il

Preview:

Auto Caps: | All » | Duplicates: | ho Unigue v

| Clairvoyance® [Auto Complete)

Default w@

Input Pattern:

| Bl %@

The simplest default is a fixed value, as shown in the example above. For example you might want the Coun-
try field to default to your home country, a shipping field to default to your preferred shipper. Once defaults
are set up, they are automatically entered whenever a new record is created.

First Last Title Company Address City State Zip|Country (&}

William Wong ' 7292 Delvin Wy South San Francisc CA 094080 ~ b

Raymont Wood 5420 W Crosby Slaton T 79364

Victor  Yalom Purchasing San Francisco Lumber BS54 Yath 5t San Francisco CA 84103

Peter Yarensky Owner Peter's Appliances 41 Elm 5t Digwver hH 3820

Johin Doe Vice President

Bob Smith Vice President  Acme Censulting 222 South Garpanzo L Huntington Beach CA 02648

Susan  Brown Sgles Manager Power Lumber 339 Arnold Road Newton A m

i Ty cA USA 1
v

109 visible/ 1089 total

new record with default values
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Default to Today’s Date
To default to today’s date, choose Today from the pop-up menu (or you can just type in today).

OO Field Properties

oSy " T L0

Field Mamie:  Date

b
:
1%
Il
i

Output Pattern: Mon dd, ¥y

Preview: Jun 89, 2010

Auto Caps: | OFf v ) Duplicates: | Yes -

| Clairvoyance® (Auto Complete)

Default Value: today |

Imput Pattern:
Ditto

Input Ramge: | 09/ ! -
P_

Chnires:

Note: The today default only works for fields that use the date data type. If you use the default value today
with a text field you will simply get the word today. See “Dates” on page 200 for more information on the
date data type.

“Ditto” Defaults Based on the Previous Record

Instead of being fixed, a default value can be based on the data in the previous record. You can produce this
type of “ditto” default by using the default value " . This is the quote character, which is produced by holding
down the Shift key and pressing the " key (just to the right of the semicolon key). (Some people mistakenly
call this the double-quote character.)

When you create a new record, the fields using the ditto default will contain the same values as the previous
record.

®00 Contacts

| First Last Titha Company Address City State  Zip Country 3
| Willam Wong 7292 Delvin Wy South Sam Francisc CA 4080 :
| Raymom Wood 5420 W Crosby Slaton L 79364
| Victor  Yalom Purchasing San Francisco Lumber BS54 14th 5t San Francisco CA 4103
| John Doe Vice President
| Susan Brown Sales Manager Power Lumber 339 Arncld Road Mewton BA,
| Bob Smith Vice President  Acme Conswlting 222 South Garbanzo L Huntington Beach CA 92648 i
| Peter  Yarensky Owner Peter's Apphances 41 Elm 5t Dowver NH O3B20 mi
l T T} Dowear H 03820
109 visible /109 total (=

“ditto” defaults for City, State and Zip
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Automatically Incrementing Defaults (1, 2, 3, ...) Based on the Previous Record

For a numeric field you can specify a default that is created by adding to the previous value in the field. To do
this, use a default of +nn, where nn is the amount to add to the previous value. For example +1 causes the
value to increment by one for each new record.

Field Mame: | Check

‘::r'
k3

Alignment: | B

Type: | Numeric

) Digits:( 0 v

=

Output Pattern: |

Preview:

Auto Caps: | Off

1234.56

=) Duplicates: | Yes v

= Clairvoyance® (Auto Compiete)

Default Value: | +1

Input Pattern:

Input Range:

Automatic increment by one
. Dittc

Bu_——-—l
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You can use any number, even a negative number like +-5. This default would cause Panorama to add nega-
tive 5 (same as subtracting 5) to the value each time a new record is created. If the numeric type allows it, you
can even use non-integer values like 2.5 or 0.1.

As new records are added to the database, they are numbered automatically, like this.

Dec 21, 2010
Dec 21, 2010
Dec 21, 2010
Dec 21, 2010
Dec 28, 2010
Dec 28, 2010
Nov 14, 20010 562
Nov 14, 2010 563
Nov 14, 2010 564

m Eﬁ;

Cate Chec PayTo

556 Paost Office

257 Power Printing

358 Poly Payroll Services
559 Fry's Electronics
560 Walley Publications
361 Poby Payroll Services  Payroll

519 visihle/5189 tota

automatically incrementing check numbers

Category Memo Debit| |

Shipping 204.62
Advertising Inwvoice A3G71 542.50
Payroll 1,656.55
Office Supplies 1,189.22
Advertising Invoice 2680 963.57

Payroll Period From 12¢ 1,749.38

this field set up to default to today's date

&
¥
-
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Be sure to keep in mind that an incrementing default like +1 is based on the previous record, not on the larg-
est value in the entire database. So if you insert a record in the middle of the database, the incremented value
will be based on the value just above it, not on the value at the end of the database.

®00 Corporate Checkbool
. Date Chec| PayTo Category Memo Debit ‘:
| . w |
Jan 26, 2010 134 Stamford Mfg Purchases Invoice 98266 1,408.59 ||
Jan 26, 2010 135 Kinko's Office Supplies 245.24
Jan 26, 2010 136 Poly Pavroll Services  Payroll 1,793.43 m
Feb 2, 2010 137 City Services Utilities Water 48.99
Feb 2, 2010 8 Valley Gas Utilities Heating 47.99

Nov 14, 2010 Heating
Nov 14, 2010 Heating
Nov 14, 2010 Heating
MNowv 14, 2010 Heating
Feb 2, 2010 P5 Shipping 57.08
Feb 2, 2010 140 Surf Networks Telecom D=l 50.00
Eakl 2 20760 1A% ARKET Talamnmm |l mmim Mhictam;a DRmao € 2T CE

523 visible/523 total

records inserted in the middle have incorrect numbers

If you want to generate a unique incrementing number for use as a record ID (for instance an invoice number
or check number), use the technique described in the next section.

Creating a Unique Record Number

Many databases applications require that each record contain a unique number that can be used to identify
the record. Common examples include invoice numbers, batch ID's, employee numbers, etc. Panorama can
automatically assign a unique number to each new record as it is created, even if several people are using the
database simultaneously over a network.

The field containing the record number must be a numeric field. To specify that this field should contain a
unique record number, the default should be + . Do not specify any increment value, just use a single + char-
acter.

Auto Caps: | OFf + /) Duplicates: | Yes =3

| Clairvoyance® (Auto Complete)

Default Valu@

lamemy s Mt e

Each database contains a counter for keeping track of the next record number. Every time a new record is cre-
ated the counter is incremented by one. Even if the record is later deleted, the number will never be re-used
(unless you Quit Panorama or close the database without saving your changes, or unless you reset the
counter manually as described below).

If necessary you can manually change the record number using the Setup>Next Record Number command.
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The Choice Palette

The choice palette provides a completely different way to use the Input Box. Instead of entering the data with
the keyboard, you pick the value from a list of buttons.

e ™ M Foundation Members
- City Stat Zip Phone Level Signup Donatior
| v
. Memphis TN 38117 (901) 821-9939 ;«m.fmm? szsm]
- Denver CO 80202 (303) 589-9575/ () Founders Circle \}3/10 $250 |
i Dayton OH 45459 (937) 385-7376 | Dlamond /04  $1,00C
i Pocatelio ID B3202 (208) 240-7671 |(® Platinum f09 $1C
i Port Lions AK 99550 (907) 454-2781 | ) Gold 10 $25
i Corona CA 91720 (951) 280-36 () Silver /09 $1C
~ Rome NY 13440 (315) 338-3243 () Member 3/06 $25
i Richmond VA 23238 (B04) 659-3859 3/09 $1C “
~ Santa Fe Sprin CA 90670 (562) 440-2168 Mem 07/09/09 $1Cv
| 16128 visible/ 16128 total e Jale 2

The choice palette can be used with any data type except pictures. All you have to do is create a list of choices

(see below).

Changing the Shape of the Choice Palette

Panorama automatically arranges the buttons in the choice palette for the best fit in the Input Box. By chang-
ing the size and shape of the Input Box you can arrange the buttons vertically, horizontally, or in a grid of

rows and columnes.

® M M Foundation Members
- City Stat Zip Phone Level Signup Donatior *
| L
i Memphis TN 38117 (901) 821-92239 Silver Q7 /1007 525m]
. Denver CO 80202 (303) 589-9575 | {) Founders Circle ) Gold 2al |
i Dayton OH 45459 (937) 385-7376 | ) Dlamond {3 Silver ooc
i Pocatello ID 83202 (208) 240-7611 | (@ Platinum {3 Member ¢31C
i Port Lions AK 99550 (907) 454-2781 - $25
i Corona CA 91720 (951) 280-3683 Member DS;"D’ZJ@ $1C
i Rome NY 13440 (315) 338-3243 Silver Pa”13/06 525\____
i Richmond VA 23238 (BO4) 659-3859 Member 04/13/09 $1Ca
 Santa Fe Sprin CA 90670 (562) 440-2168 Member 07/09/09
I

16128 visible/ 16128 total

a4|ni
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Creating the List of Choices

Set up the list of choices with the Field Properties dialog.

OO Field Properties

.....

Field Mame: Category

L

ol

ki

Type: | Text =

Alignment: [E= |_g_| |_3?|

Dutput Pattern:

Preview:
Auto Caps: | OFf | Duplicates: | Yes .
E‘j Clairvoyance® (Auto Complete)
Default Value:

Input Pattern:

Input Range:

Choices:
b Ayt

ddvertising Deposit Fized_Aszets Insurance Legal
Office_Supplies Payroll Purchases Rent Shipping Telecom
Ltilities

space Bar: | Z Spaces Same as Tab 7))

You can key in the list manually or you can press the Auto button to ask Panorama to automatically create
the list for you. If you press the Auto button, Panorama scans the database and creates a list of all the choices
already in the data. If you key in the list of choices manually, you must separate each choice with a space. If a
choice contains a space (US Mail) you must represent the space with an underscore character (US_Mai | ).
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Allowing Choice Exceptions

An option for any choice palette is an exception box. The exception box lets you type any value into the data
cell, even if the choice palette doesn’t contain a button for it. Use the exception box when you have a few
common choices, but cannot anticipate every value in advance. To create an exception box, simply type in a
line of underscores at the end of the choice list.

Choices: | MasterCard Cash Yisa Check Purchase_Order
| Autg | American _Express

The exception box is always one line high. The width of the exception box is controlled by the number of
underscores.

A F o o

. Conference Registration
Street City State | Zip Jdokb Paid By Chech Rp! &
Addrass Code Tithe Card & v
| 1120 Eharon Pe Cupertino CA 85074 Consultant Purchase Order 48 m
4390 Kaisar Or. Cupertino CA 950174 President Check 57
3912 Phillip 5t. Cupertino CA 05074 Professional Check 41
1400 Valley Riwe Cupertino CA 05014 Date Processing | 0 MasterCard
41 Kenosia Ave, Cupertino CA 05014 Sales/Marketing| {0 Cash
10159 Alliance | Cupertino CA 95014 Manager ) Viza
BY4 Castro 5t. Long Beach CA OOB15  Sales/Marketing| O Check
390 Davis 5t. Los Angales CA 90067 President 3 Purchase Order
547 Jocom Way Los Angeles CA 80024 Art Director {2 American Express
#6 Hoover Pk Palo Alto CA 94303 Sales/Marketing | ™ [Travelers Check
a3 Cambn:dge Fl Palo Alto CA 94304 President —rreeTT—————— &
174 Bellevue Ay Pelo Alto CA B4306 BSales/Marketing Cash 39 -
B3N Dhone Dand | Dela Alen A BAZNAE  Dimsn Droemorei L B A
122 visible /122 total =

To make the exception box wider, add more underscores.

The Choice Palette vs. the Choices Data Type

If you’ve already read about the choices data type, you may be wondering how the choice palette relates to
the choices data type.

The choice palette is a way to enter data. It provides a way to enter or edit data by picking from a list of
choices instead of typing from the keyboard. Using the choice palette does not affect how that data is stored,
however. The data can be stored as text, as a number, a date, or using the choices data type.

The choices data type is a way to store data. This data type is efficient (saves memory) for storing data that
has only a few possible values.

The choices data type can be used with a choice palette (and it usually is), but you can also use regular key-
board editing to enter choice values. A choice data type field will use regular keyboard editing (instead of the
choice palette) if you set the number of digits to 1.

Automatically Calculated Field Values

If the value of a field can be calculated with a formula, Panorama can calculate the value for you using the
Formula option in the Field Properties dialog. See also to learn how to set up calculations.
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Generic Fields
Panorama allows you to designate certain fields in your database as “Generic” fields.

Databases come in all sizes and shapes. Generic fields allow different databases to share information even if
they have different field names or slightly different configurations. For example, one database may store
company names in a field named Company, while another may have a similar field named Organization. By
setting up generic fields for each database, you build a bridge so that Panorama knows that these two fields,
though named differently, contain the same type of information. Once this bridge is built Panorama can
exchange data between these two databases (for example by drag and drop), and between Panorama and
other applications that can share information (for example Apple’s Address Book).

Unlike normal Panorama fields, generic fields don’t actually store any information themselves. Instead, a
generic field simply references one or more normal Panorama fields that contain the same information. When
Panorama needs to access the information in the generic field, it examines the generic field definition (see
below) to extract the data from the actual database fields.

Standard Generic Fields

While ordinary Panorama fields can store an unlimited variety of information, there are only about two
dozen generic fields to choose from (this list may grow in future releases). Not all databases will be able to
support all of these generic fields, but a database that contains contact information (mailing lists, phone

books, etc.) will be able to support many of them.

Category Generic Field Description Examples
Name A person’s first and last name. John Wilson, Mary Furnare
Nickname A person’s nickname. Sammy, Beth
Prefix A person’s honorific. Mr., Ms., Dr.
First A person’s first name. John, Mary
Contact Middle A person’s middle name or initial. August, Walker
Last A person’s last name. Wilson, Furnare
Suffix A person’s suffix. Jr, D.D.S
Formal A person’s honorific and last name. Dr. Wilson, Ms. Furnare
FullName A person’s complete name. Dr. John August Wilson
Position A person’s title or position within an organi- President, Sales Manager
zation.
Organization Th? company, SChO.OI’ agency or_othe_:r organi- Acme Construction
o zation this person is affiliated with (if any).
Affiliation — - _
Division Th_e_major C.i'v's.'on or group this person is Communications Products
affiliated with (if any).
Department The department this person is affiliated with Human Resources
(if any).
Address Street address. 1892 North Glendale Blvd.
Suite Suite, apartment or room number (if any) Room 463
City City or town. Saskatoon
Address -
State State or province. SK
Zip Zip or postal code 4Y2 A8G
Country Country Canada
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Category Generic Field Description Examples
Email Email ad_dress. This field may gontaln multi- maryf@acme.com
Internet ple e-mail addresses, one per line.
Web URL for web site http://www.acme.com/cp/Zhr/
\oice Primary phone number. (303) 442-9011
Fax Fax phone number. (888) 763-1290
Telephone Cell Cell or mobile phone number. (909) 487-2063
(separate) Home Home phone number. (562) 491-3992
Work Word phone number (324) 987-3367 ext 2384
Pager Pager number. (817) 335-9832
The PhoneType and Phone fields are compos-
ite fields designed for holding multiple phone \Voice
numbers. Use these generic fields when the
PhoneType . ) Cell
underlying database contains phone numbers Fax
Telephone in line items or an array instead of in separate
(line items/ fields. Each line in these fields corresponds to
array) a single phone number. Each line in the Pho-
neType generic field contains the type of the (303) 442-9011
Phone corresponding phone number: Home, Office, (909) 487-2063
Cell, Fax, etc. Each line in the Phone generic (888) 763-1290
field contains the actual phone number.
Other Notes Notes, memos, comments, etc.

If you are familiar with the vCard specification (RFC 2426) for exchanging data between programs you’ll rec-
ognize that many of these generic fields correspond to vCard fields.
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Setting Up Generic Fields

When you create a new database with the New Database wizard, Panorama will normally set up generic
fields for you if you use standard field names like Name, Address, City, State and Zip. If your database con-
tains address or contact information and doesn’t have Generic fields, you can set them up with the Field
Properties dialog. To specify that a field is a generic field, open the Field Properties dialog and select from
the Generic Field pop-up menu.

OO Field Properties. _ Name
Ficld Mamg: Ttk Nlck.rrame
\ Prefix
-Ff, First
Type: | Text 3 | Middle
I- 1] 1 | Lﬂ.ﬁt
iy TE'I =i Suffix
Dutpat Patternc [ H Formal
Yy FullMame
Auto Caps: | Word &) Duplicates: | Yes : Position
" Clairvoyance® [Auts Cemplate) E_I'E‘_ﬂﬁizﬂ“ﬂﬂ
ivision
Default Value: pe
i - L Department
It Pt Easc )
gt Rarge: . ;'Si';j:z +3
e ' City
Auto Shat
- Zip
Space Bar: | Insart space (nommal)  § 2 M-
Forrmuia:
p Email
# Web
i Voice
- Recaleulate afl records when ¢ Fax
Gerene Fleld: & Cell
Haome
it Wark
Pager
© Cancel ) f Ok :j PhoneType
Phane
MNotes

That’s it!
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This chapter describes some of the most powerful commands in Panorama. These commands allow you to
automatically transform and modify large amounts of existing data. Many different kinds of transformations
are possible, including mathematical calculations, re-arranging characters or words, transforming individual
characters (for example converting from lower to upper case), and transformations based on patterns in the
data.

The commands described in this chapter are very powerful. In a few seconds you may be able to make
changes to your data that would otherwise require tedious hours of manual data entry. Like any power tool,
these commands should be treated with respect. For insurance, you should Save your database before you
begin trying to transform it. If you mangle your data, you can always get the original data back with the
Revert to Saved command, or with Panorama’s Time Lapse function (see also).

Duplicating a Field

To make a copy of a field, click anywhere in the field and chose the Duplicate Field command from the
Fields menu.

original duplicate

ftem Price - Copy of Price | Railroad Category. | & |

Banta Fe FTA 224,99 SantaFe Dieszel Erngir ¥ i
Canta Fe F7B $15.99 $15.99 SantaFe Diesel En:girmi
Southern Pacific 5040T-2 £37.99 237.99 Sputhern Pacific Diesel Engir — |
Santa Fe 5040-2 $22.49 %22.49 SantaFe Die=el Engir
Chessie U308 £23.09 322,99 (hessie System Diesel Engir
Southern Pacific 50-45 2599 £25.99 Sguthern Pacifc Diezel Engir
Union Pacific ACS400 £50.40 250,49 Union Pacihc Diesel Engir
Conrail SW1 500 $23.99 £28.99 Conrail Die=el Engir
Morfolk Scutharn SW 1500 2999 22999 Morfolk Scuthern Dieszel Engir
MASA SW1500 $29.99 $20.99 NASA Diesel Engir 4 |

The duplicate will be named “Copy of ” original field, as shown above. To change the name just double click
on the name to open the Field Properties dialog.



Page 222 Panorama Sheets
Splitting a Field

Sometimes you’ll need to take an existing field that already has data in it and split it apart. This can be accom-
plished with the Split Field dialog. For example, this database contains a combined Name field that we’d like
to split into separate First and Last fields.

ee Sales _

Murnber | Date Mame Address City State | Zip DayPho &
1000 O1/07A10 Derrick Ramsey 35081 W. Birch Rd. Walnut Creek CA D45896 (925)¢ b4
1007 0170110 Dennis Barr 4592 E. 26Th Apt Stockton A OB559 (9048) :
1002 010110 EAELRMEETET 534 5. First Cirche Oxfiord OH 45056 (5131 :
1003 $1/702.10  Phylis Powers :;? W Beechwood Lana Maoran WY  B3013 (307) ¢
1004 0102410 ¢ Patricia Houston 355 5. Water Drive Syracusa WY 13218 (315} ¢
1005 ©1/02/10  Sandra Foed 322 MW, Myers Way Portland R 229 L B0E) L
1006 01 /03410 Kevin Costa 675 N.W. Yakima Pl East Rockeway NY 11518 (5716} : &
TEN7 DLAO30 Randrma Parter ARRR M Hinhland BA4 Eallhrmnk mA L2 g e R 8

To split the field, click on it then choose Split Field from the Fields menu. The preview area shows how the
data will be split. Since splitting at the first space is the default for this dialog, the split looks perfect.

OO Split Name Field

. . i e =
Split text | after first %) [ space : | Strip surrounding [ Blanks | Punctuation | Keep Original Field Cancel f Split !
E LEFT  Leri Name E Hll';‘l-l'l‘ Fight Narme
Derrick Rarmsey &
Donnis Qarr i
Alan Colerman m
Mhyles Powers
Pabncia Hemaston
Carmftrs T

Before actually performing the split you have the change to assign the names for the new fields. Just type in
the names you want to use.

E First R4 Last

Derrick Rarmsey &

Press the Split button to actually split the field into two fields.

0.0 Sales
Murnber Date First Last Address City State | Zip [ &

1000 O1/0VA10 . Derrick Ramsey 3508% W. Birch Rd. Walnut Creak CA 94598 | b4
1007 31701510 Dennis Barr 4592 E. 26Th Apt Stockton Ml 08559, |
1002 01/01,10 Alan Coleman 534 5. First Circle Dcfiord OH 45056 |
1003 010210 Phylis Powers 237 W Beechwood Lane Moran WY B301 3
1004 015024510 Patricia Houston 395 5. Water Drive Syracuse HY 13210 |
1005 31702410 Sandra Fard 322 W, Myers Way Portlznd OR S it i
1006 0103510 Kewin iCosta B75 MW Yakima P East Rockeway MY TE5HH. [ &
1007 $1/03510  Sandra Porter B5B6 M. Highland Rd Fallbrook CA 92028 |( -
1WA O ANL YN, Gonr 1s Formnmme AFTTZ Cructh Sandd B Tan Mionn [ igl-1 QX TRE 0
1257 visible/1257 total 4 b (= 4| > 2
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Controlling the Split Location

Panorama can split a field at any of three dozen different characters or symbols, or at a specific character posi-
tion. For example, an e-mail address can be split into user name and ISP by splitting at the @ symbol.

4

Split text | after first

E LEFT Lett Email
s-:-r-:.n_i!'.rp. -
cachneider®
ansreat?a

dhana_ sentos

St GETratt
MurscheD

dhtornes4

ormigaan

brenda_zoet

stankey decton
jasierd i

cymthab52
rrildraddis

lmda%B4

ronadahE

——

character

space
line
COMIMme
period
colon
semicolon
dash

# symbol
L

% symbol
% symbol
& symbol

+ symbaol
* symbol
! symbaol
\ symbol
7 symbol

{ symbaol
) symbol
| symbol
| symbaol
[ symbol
} symbaol

" symbol
' symbol
* symbol
" symbol
' symbol
' symbol

A symbol
| symbaol
-~ symbol

. Split Email Field

rrounding || Blanks || Punctuation || Keep Original Fieid

 Cancel) (E5000)

E RIGHT = Fight Email
BeSt.Com
wloaem
capizalaet
SYTUE0S. 00
SvENLCGT
MACWCTE]Dom
hotrail com
MMACCONSC .o
et N o
sl coem

o N tooHTL SO
direct.com
T A AT
pacirfo.com

i com

icted of 1,257 total reconds (hrst 100 shown)
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You don’t have to split at the first instance of a character - you can choose any of the first or last nine

instances. In this example the split occurs after the second / symbol.

after first

st ot I IR ) S s B Jpctnon Ceop Osgrris((Cancel) (ESBIED)

after ird
E after 4th

¥ mGHT | Fright LRL

el |  after Sth
"”P:'J . after 6th
- after 7th
after 8th

after 9th

before last

before 2nd to last
before 3rd to last
before 4th to last

before 5th to last
before 6th to last
before 7th to last
before 8th to last ©
before 9th to last

W Nps. gV asisl
wennpE. oo’
WALNPE ov Cehal
weLapE. v oud S
T LR
AwALTIDS povy dena
R TR T
d DS oo i
whwLnps. govigetts’
e DS, Do g e
WD govAgread
e ApE. oo Agried
e R T
T B T T
s g o

1D.I.:l-Dlﬂ' selected of 10,030 total reconts {hrst 100 shown)

If you choose to split at a character position instead of at a character or symbol, the pop-up menu expands to
allow you to select up to the first 99 positions. In this example a phone number is split into separate area
codes and local numbers by splitting after the sixth character (this is just one way to split a phone number,

another method will be described later).

after b I

T

| Skt text | after Bth $ ) | character ! Strip sirmoundeg [ E

E_Egikl!]' LEP% Fade St
(a0
[435]
252}
(B
{TEOY
-]
L]
{E
{FiT)
T
{Ra0)
(3T}
{T75]
|BEd)
(B30}

21 piatied of

after first
afver 2nd
after 3rd
after dth
afver Sth

afer 8th
after 9uky

before last

before 2nd to lase
befare 3rd to last
before 4ih to last
befare Sth to last
before Gth to last
before Fik to last
before Bth to last
before 9tk to last

afver 10th
afver 11th
afver 12th
afrer 13th
after 14th
afver 15th
after 16th
afeer 17th
afver 1