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Step-by-Step Tutorials

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

This tutorial is divided into four lessons. Each lesson builds on the previous lessons and introduces more
advanced topics. In “Lesson 1: Building Your First Mailing List Database” on page 4 you’ll learn how to cre-
ate and set up a simple mailing list database. In “Lesson 2: Building and Organizing a Checkbook™ on
page 105 you’ll not only build a simple checkbook register file but also learn several techniques for organiz-
ing and summarizing the checkbook data. In “Lesson 3: Building an Invoice Database” on page 186 you’ll
create a simple invoice for creating and tracking orders. Finally, in “Lesson 4: Building a Price List” on
page 205 you’ll create a price list and link it to the invoice database. Each lesson should take from 30 minutes
to an hour to complete. The lessons are designed so you can easily follow along and actually build each data-
base as you read. There are plenty of illustrations to show what the screen will look like at each step, so you
don't need to worry about getting lost.

Before you begin, you’ll need to install Panorama on your computer. If you haven’t done so already, see
“Installing the Software” on page 13 of Welcome to Panorama. It’s not necessary to activate Panorama to com-
plete the operations in this tutorial. If you haven’t purchased Panorama yet you can try out the tutorials
before you decide that you want to purchase Panorama.

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

Sincerely,

Jim Rea, President

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

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

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




To add a second field, press the + button and fill in the field name, like this:

FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE
) (=) | Text o i Text : off =) (]
:+ = | Address wi, ((Text  § Word 3 ) 1 3

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 193 of the Panorama Handbook for a complete 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 Mailing List.

800 blew,Datsbase Mizerd, "
e At
I:J-' N \_ﬂ) 5 g ” '-\.‘:.h. i.
., W 1 _ \
Auto Log m Clear Open Hal A "
; | All Fialds Rocer ] referances
Book Collection B - m_t B
| Checkbook | TYPE  DIGTS  CAPS CLARVOYANCE™ DEFAULT VALUE
' Enn:t — f(Texxt 3 off &) =
Equipment Inventory [ ' — =
Expense Log AR Word 3 =
invoice
. Parts & Labor Invoice
Price List
The fields for a mailing list are automatically filled in for you.
BH00 biex,Datsbase Mizand, "
i X P »
Ffl‘aq = \ v ‘ ] \
! Choosa [rrpork fraer Clear Cipien g
Favarites Import File Cﬁguuarc All Fields :tEEEf'rL Help Preferances
FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE
+ (=) First o (Text. 3 Word 4 ) "
+) (= Lt o (Ten wou:
) =) | Address -y TEII: : | I{Hg_rd_:_. D L
+} (=) |Cify of | Text 3 Word 3 ) = ]
| () = State of | Jext &) LA % M
+) (=1 |Zip o (Text & Word 2 M it
#) (=) Country o (Text 3] Word 3 M it
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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 #




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).

®06 Untitled

24| First Last Address City State Zip Phone '

-9 4 k|

1 visibles1 total (|4 |® R

Entering Data Into Your New Database

The new database is ready to use immediately — you can just start typing to enter data. For example, to enter
the name Bob simply start by pressing the key. A small pop-up window will appear over the current cell.
This pop-up window is called the Input Box and is used for all data entry in the data sheet (see “The Input
Box™ on page 272 of the Panorama Handbook).

CRaNE) Untitled

Address City state Zip Phone

FRES

9

Complete the entry of the name by pressing [[2][t]. 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 281 of the Panorama Handbook if you can’t wait).

CEaEE) Untitled

Last Address City State Zip Phone
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When you’ve finished with the first name press the Tab key to move on to the last name.

MO Untitled

First Last Address City state Zip Phone

r = 5ob [ | é

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

Untitled
[ | Last Address City state Zip Fhone

[IIL}{ P

smith 1414 Rimrock Road Las Yegas MY g9104

The New Database Wizard has set up an Input Pattern to make typing the phone number easier (see “Input
Patterns” on page 291 of the Panorama Handbook for more information). All you have to type is the numbers,

for example [Z] ] 2] 7)1 0] 2]2]. Panorama will type in the punctuation for you.

Untitled

Address City State Zip Phone

¥
1414 Rimrock Road Las Vegas NV B9104 [[{702) 4B7-802 E

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

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

= M Untitled
Address City State Zip Phone i
v
1414 Rimrock Road Las Vegas KA BO104 (702) 487-00: 4

Untitled
Address City State Zip Phone ed

1414 Rimrock Road Las Vegas MW =IEREOCEN (7 02) 4B7-9023




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.

CRalE) Untitled

Address City state Zip Phaone r: !
|

[1474 Rimrock Road

| Las Vegas NV B9104 (702) 487-9023 m

double click to edit cell

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

Editing a Multi-Line Cell

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

GRS Untitled

|

Address City state Zip Phone

'1414 Rimrock Road Las Vegas MY Bo104 (702) 4B7-9023

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.

CEaEE) Untitled

Address City state Zip Phone r:

[1474 Rimrock Rodd jas NV B9104 (702) 487-9023 )
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When you release the mouse the Input Box will expand to the new size.

OO Untitled

Address City state Zip Phone

o | e

(1414 Rimrock Road 5 NV BO104 (702) 4B7-0023

(=)

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

& OO0 Untitled _
Address City state Zip Phone * I

L

|

1414 Rimrock Road ZB5 NV BS104 (702) 487-8023 mi

| Apt 4-d |

When you are finished editing the address press the Enter key. The Input Box closes and now you can only
see the first line of the data. (If you want to see more than one line of data in a cell that is not being edited you
must use a form, see “Displaying and Editing Text” on page 587 of the Panorama Handbook).

® O 6 Untitled

Address City State Zip Phone

1414 Rimrock Road Las Vegas MY B2104 (702) 487-9023

b I

S )

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.

MO Untitled

Address City state Zip Phone

[1474 Rimrock Road “bs NV  BB104 (702)487-9023
Apt 4-G

4| e

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

&0 6 Untitled

Address City state Zip Phone 4

[1414 Rimrock Road

| Las Vegas NV B9104 (702) 4B7-8023 0
Apt 4-G

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

ECESES Untitled

Address City state Zip Phone 3

1414 Rimrock Road Las Vegas NV 89104 'I[?I:JE]I 4B87-8023 m
i.ﬁ.pt 4-G i

To learn more about expanding the Input Box see “Expanding the Input Box” on page 273 of the Panorama
Handbook.
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Saving Your Work

To permanently store your new database choose the Save command from the File menu. Using the dialog,
choose the folder you want to save the database in. Type in the name of the file and check the Save Window
Positions option if it is not already checked. When everything is set up press the Save button.

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

N

/
Save As: %\i Mailing List / @

[-ll I-] [ﬁ-l[[[l] :EETuturial H‘i
@ Metwork ' *ﬂm:ﬂﬂ Date Modified

=4 Jaguar 2
=) Classic
=| Panther
| =4 Alaska
Ll Fire Jaguar

E-| Fire Panther
£l Fire Classic
£l Fire Alaska
__| iSightWeb __.

Ik Ip

. CocoaCest...

[ Desktop

[ ¥ Operations
A% Applications -
A jimrea

s Mnvramantc

.
Ca ot

) Panorama () Text Only (_ Set

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

e

A

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

select folder you want to save file in

Save As

Save in: %IEE.&EES.&MPLEHLES j | ﬂ'{l g ééé

Chart of Accounts. pan a Fayablez.pan
Checkbook. pan

E ztimates. pan

Expenze Log.pan

Flowe Chart.pan

FormSize. pan . _
Type in name of file

A

File name: by Mew Databaze Save

Save az bype: | Panorama D atabasze File . pant j Cancel

[T Automatic zave after Iﬁ miniLtes
[T Keep backup [ bak] copy of database
%ve window Pozitionz [ Mo windows

tell Panorama to save window positions

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

My Mailing List.

06 My Mailing List

1 vizibles1 total | AL >

Last Address City state Zip Phone

| Smith 1414 Rimrock Road Las Vegas MY B9104 (702) 487-9023
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Importing Data Into the Mailing List

If you already have data in another program (FileMaker, Access, Excel, etc.) you can transfer that data to Pan-
orama by exporting it into a text file (tab or comma delimited) and then importing it into Panorama. Pan-

orama includes some text files with sample data, so we’ll import one of those files now. Start by choosing
Import Text from the File menu.

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 >

|Fr (Last | Address | Cit | St :-Eip | 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.

¥ [4]
S A v Gl o
= 1.5

s an _I g"g: _ ads x5 whis
H-.L_ Barbars . - o Winidenhauar 00 i
M. Karen 3.0 Bryant Machinist |
s Daborah | 35" Woif Asst Labor Relatia
e, Tmontny | 4.0" ] Dubbing  Sales Rep i
M Kelly T— Cage Asst Public Works |
. - - - - i
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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 !




Panorama Tutorial

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
@ 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.

®O6 My Mailing List
First Last Address City State Zip Phone *
v
- Moldenhauer 155 Elm Ter Canandaigua MY 14425 (716) E-#ﬂ—EEm
Karen Bryant 3385 E 3Th Blvd. Garden City GA 31408 (812) 528-06:
Deborah Waolf B303 E. Glenbrook Ave Eureka CA g5503 (707) 44B-967
Timonthy Dobbins 630 E Clayton Ln JEnison M 489428 (616) B33-51:
Kelly Gage 677 5. Charlotte Lane Bloomfield N 07003 (201) 947-64:
Marilyn Pratt 34423 E. Hunt Rt Montrose MY 10548 (914) B10-70¢
Theresa  Tracy 777 W Stewart Way sargent BIUff LA 51054 (712) 547-56°
Charles Lowe 038 West Laura Trail Winter Park 2 32793 (407) 544-87:«
Michelle stern 10773 E. Pioneer Dr Cincinnati CH 45207 (513) 407-55:¢
Kathy Root 327104 5 18Th Pkwy st George Ut B4770 (BO1) 61 102487
George McMahon 720 5.E. Florence Ter Brooklyn NY 11204 (71B) 4BB-97,_
R Ty e T P, A s LR e s e e i e = 1 A S AN e A
201 visible /201 total | SRR é EALSP-

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 94 of the Panorama
Handbook.

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

® 066 My Mailing List
L@l First Last Address City state Zip Phone o

k; |

Barbara Moldenhauer 155 Elm Ter Canandaigua MY 14425 (716) B40O-56" |
karen Bryant 3595 E 5Th Blvd. Garden City GA 31408 (812) 52B8-068 " |
Deborah Waolf 8503 E. Glenbrook Ave Eureka Ca 95503 (707) 44B-94;
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To adjust the column width press and drag to the left or right.

® O 6 My Mailing List
First é_ast ------ AdAFESS - - P City State Zip Phone i
Barbara ?ﬂuldenhauer 152 Elm Ter Canandaigua NY 14425 (716) E-4D—5F;‘:m
Karen Ewant 358935 E 3Th Blvd. Garden City GA 31408 (912) 52B-06:
Deborah ?l“l.l'ﬂlf B303 E. Glenbrook &ve Eureka CA 95503 (707) 44B-867
Timaonthy f::lnbbins 530 E Clayton Ln JERison M| 49428 (616) B33-51:
Kelly f'jage 677 5. Charlotte Lane Bloomfield MJ 07003 (201) 947-64:
Marilyn ?ratt 34423 E. Hunt Rt Montrose MY 10548 (514)810-70¢
Theresa  Tracy 777 W Stewart Way sargent BIuff & 51054 (712) 547-56°
Charles f_uwe 838 West Laura Trgil Winter Park £ 32793 (407) 544-B7:
Michelle Etern 10773 E. Pioneer Dr: Cincinnati CH 45207 (513) 407-55¢-
Kathy é:iﬂl:lt 32104 5 18Th Plc:w;,r st George UT B4770 (BO1) 61 1-82:7,
George ?ﬂ:Mahnn 720 5.E. Florence Ter E!ruuk:lj,rn WY 11204 (71B) 4BB-897;_
01 visblerzol tatal [ 4 €N T e ) - —— T 4

When you release the mouse the column width will be adjusted.

® O My Mailing List
First Last Address City State |Zi 2
¥
Barbara Moldenhauer 133 Elm Ter Canandaigua NY 1@
Karen Bryant 3585 E 5Th Blvd. Garden City GA [
Deborah  Waolf B203 E. Glenbrook Ave Eureka CA 83
Timonthy Dobbins 539 E Clayton Ln Jenison Ml 4%
Kelly Gage 677 5. Charlotte Lane Bloomfield N o)
Marilyn Pratt 34423 E. Hunt Rt Montrose MY 1t
Theresa  Tracy 777 W Stewart Way sargent Bluff | & 3]
Charles Lowe 8938 West Laura Trail Winter Park FL 3:
Michelle atern 10773 E. Pioneer Dr  Cincinnati OH ]
Kathy Root 32104 5 18Th Pkwy 5t George uT Bey
George McMahon 720 5.E. Florence Ter Erunklyn NY 1
201 visibles201 total | [] 4 » = Trmmmm R s s i - I

You can use this technique to adjust the widths of as many columns as you like (see “Changing the Width of
a Field” on page 199 of the Panorama Handbook for more information on changing field widths).

E MO My Mailing List
First Last Address City State Zip Phone
Barbara Moldenhauer 155 Elm Ter Canandaigua NY IEE SR | 716) B40-361089 m
Karen Bryant 353895 E 3Th Blvd. Garden City GA 31408 (912) 52B-0658
Deborah Waolf B303 E. Glenbrook Ave Eureka CA 95503 (707) 44B-8673
Timonthy Dobbins 639 E Clayton Ln Jenison M| 49428 (616) B33-5134
K.elly Gage 677 5. Charlotte Lane Bloomfield M. 07003 (201) 8947-64586

Marilyn Pratt Jd4423 E. Hunt Rt Montrose NY 10548 (514) B10-7068
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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.

$7® > Font
ge (] P4  Cancel fﬂppi’g ‘j
g : .
Font Size Sample (Geneva 9)
Geneva g
Georgla 10 &J
Georgla Bold 11
Georgla Bold Italic 12
; : ABC xyz 123
Georgla [talic 13
PFlantagenet Cherokee 14
Geneva CE 15
16 : i

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.

® O My Mailing List
- | First Last dddress City State Zip Fhone
| Barbara Moldenhauer 155 Elm Ter Canandaigua MY IEEvall (715 S40-5519 1
Karen Bryant Z595 E STh Blwd. Garden City Ga 31408 (12) 528-0553 m
Cebarah Walf 8503 E. Glenbrook &ve Eureka Céd 95503 [TOT) 448-9673
Tirmonthy  Dobbins 539 E Clayton Ln Jenison 1 49428 (B16) 833-5134
Eelly Gage &77 5. Charlotte Lane  Bloomifield Mo 07003 (201) 247-6456
Marilyn Fratt 34423 E. Hunt Bt Montrose MY 10548 (2141 S10-TO&2
Theresa Tracy TTT W Stewart Way Sargent Bluff |4 51054 (F12) 547-5613
Char les Lotwe QI8 West Laura Trail  “Winter Park FL ZZTIT (4071 544-8747
Michella Stern 10773 E. Pioneer Dr Cincinnati OH 45207 (S513) 407-5547
Eathy Foot 2104 5 18Th Pkwy 5t George uT 24770 [B011611-9225
Geotrge FMckahon T20 5.E. Florence Ter Brooklyn MY 11204 (713) 428-9771
Anthony Goldrnan 29710 5% Bay Flace  Pensacola FL 22514  (904) 965-3152
Judith Lerner 2966 W Millwood Stree Beaurnont TH TTT04 (409 375-3648
Robert MNielzen 263 N Capital Ln De Lean TH  Tedd4d  (817) 419-0219 p i
Alfred Coats 802 M Jack=son Lane “West Izlip MY 11735 (516) 7O07-3192
Edward Eramer 443944 S E, Beacon dve Corvallis OF IYIIT (5411 2-TSTT 2
201 visible/201 tatal 1] 2 1 = BRI

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




Page 23

When you press Ok all open data sheets will change to the color you selected.

BH.00 My Mailing List

First Last Address City State Zip Phoewe

e Maoldenh 155 Elm Ter Canandaigua MY 14425 (716) B40-5619
| 4 | Karen Bryant 3595 E 5Th Bivd. Garden City GA 31408 (912) 52B-DE5D m
Deborah  Wolf 8503 E. Glenbrook Ave. Eureka CA 95503 (707) 448-3673
Timonthy  Dobbins 639 E Clayton Ln Jeniscn Ml 49428 (616) 833-5134
Kelly Gage G677 S Charotte Lane  Bloomfeld Ml 07003 (201) 947-6456
4 Marilyn Pratt 34423 E. Hunt Rt Maontrose MY 10548 (914) 810-7068
ol Theresz Tracy T77 W Stewart Way Sargent Bluff 1A 51054 (712} 547-53613
Charles Lowa 938 West Laura Trail Winter Park FL 32793 [407) 544-8747
Michelle Stern 10773 E. Pioneer Dr Cincinnati OH 45207 (513) 407-5547 -
Kathy Root 32104 5 18Th Phwy 5t George UT 84770 (BD1)611-9225 v
201 visible/201 total 1]« » D Y4 o

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.)

Sorting the Database

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

®&n06 My Mailing List
| First Last dddress City State Eip Phane

Barbara Moldenbhauer 155 Elrn Ter Canandaigua MY 14425 (T16) 840-5619
Karen Bryant 3595 E STh Blvd. Garden City G& 31408 (912) 528-0659
Cebaorah Walf 8503 E. Glenbrook Ave Eureka Cé 95503 (TO7) 443-9673
Tirmonthy  Dobbins &39 E Clayton Ln Jenison | 49428 (R15) 833-5134
Kelly Gage 677 5. Charlotte Lane  Eloomfield N [FEEEE (2010 947-6456
Marilyn Fratt 34423 E. Hunt Bt FMontrose MY 105 2141 810-T0E9
Theresa Tracy TTT W Stewart Way Sargent Bluff 14 =10 [F12)1 547-5613

&

click anywhere in this column

Now choose Sort Up from the Records>Sort menu.

Panorama File Edit View Fields Setup Wizards Window
Add New Record =43

Delete Record

Delete Multiple [
Search >
Sort > sort Up [ #U
Analyze > Sort Up Within
Sort Down

Sort Down Within
Sort by Color
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Panorama will sort the database as soon as you release the mouse. Notice that the zip code you originally
clicked on is still highlighted. If you want to see the first zip code you’ll need to use the vertical scroll bar to
move to the top of the database.

®O6 My Mailing List
¢ | First Lazt Address City State  Zip Phone vl
‘ Fanald Euhn 11752 E Timber Bd. Eastport ME 04631 | [207) 239-1356 : _
Eriztin MeFarland 2010 North Ao Place  Waterbury NMT 0SETE | (2021 624-T185 I
Micole Webet TZ40 5. Harwvew St W indharn CT 08220 | [203) 500-2620 m
Gerald Gilrnan 47e N, Clinton Pkwy Morwalk CT 0E251 | [203) 725-5032
Eelly Gage 677 5. Charlotte Lane  Eloomfield N [FEERER (2010 947-6456
Williarn Mezter 259 E Kellogg Ln Orange M. 07050 | [201) 790-2724
| Henry Mizhalzon 21929 E Ermnerald Place Mewark Mo 07105 | [201) Z76-9221
Phelliz Wagner 22021 S E. drerican P Paterzaon M. 07509 | (201) 242-6512
Jdanice Lebaily 851 N.E. Linwaood Ln FPalizades Park MdJ 07650 | [201] 631-5592
Grace Cray 2421 Morth Fock Pkwy Fair Haven M. 07704 | £201] 260-9540
Jozeph Hartley 41730 W Bethany Blvd Colts Meck Ml 07722 | [908) 726-1158
Herbert Schob TE58 5 Cove Rd Sea Bright Ml 07760 | [201) 732-2741
Harald Swean 656 MNorth Beverly Loo| Sea Grit Mo 02750 | [201] 242-7440
Marilyn Connars E955 South Industrial ¢ Mew ‘ork Y 10027 | (212 496-TIZ2
Erian Faobbin= G10E. ¥Th Ter Staten |sland  NY 10312 | [718) 570-9020
Ralph Waldran 415 N Belrnont 'way Branx Y 10452 | (212) 266-2160
Marilyn Fratt 24423 E. Hunt Bt FMontrose MY 10548 | (2140 S10-TOED
FPhyellis Bengston 26 SE. Trenton Dr.  Os=ining MY 10562 | (2121 517-2722
Couglas FPance 4Z131 N. Z3Rd Ave FPound Ridge Y 10576 | (2141 611-3242
George Merlahon T205E. Florence Ter  Brooklyn Y 11204 | [712) 422-9771
Fred & |brecht 146 % Sutton Loop Merrick Y 11566 | [(S16] 626-0746 -
Carl FMackay ZS073 Morth Duncan St Sea Cliff Pl 11579WIS16) 629-1468 i
Evelyn Oliver 40214 % Larnar Apt  “Woodmere MY 11592 ' [(516) 901-9221 %1
& L o ) i o T 1 et (R R e el N e L o T L AL¥] 414 =7nE FEd SN PO T4 |
201 visible /201 total [| =1 é J 4|

Note: An alternate way to sort is to right-click on the field name and choose Sort Up from the pop-up menu.

aN0 My Mailing List
Bl First Last Address City Stane| 2 g piec o

i’;_ Barbars Maldenh 155 Elm Ter Canandalgua MY Field ?ITI[?!EITIES:..

3§ Haren Bryant 3595 E 5Th Biwd. Garden City CA utoset Field Width

- - 2 Digharah Wi B503 E. Genbrook Avwe., Eureta CA

._‘-!"A_I Temonthy  Dobbins B39 E Clayton Ln Jeneson M

| | ! Ky Lagge B77 5 Charotte Lane Bloombeld M

= Marilyn Pratt F4£23 E. Hunt Rt Mantrose NY W Sort Up Within

ﬁl Theresa Tracy  T77 W Stewart Way Sergent Bluif [} 51

| ':Il} . Chares Lo 38 ‘West Laurs Trail Winter Park Fi ) Sﬂ'ﬂ Dﬂ“’n

—— Wehelle Btern 10773 E, Pioneer Dr Cincannati i L
athy ftoot 32104 5 18Th Plwy 5t Geange LT B H i i
Ceorge MeMahe 720 5.E Florence Ter  Brocklyn NY 1] ME.I"I?F!LHEI.IE Data in Fl‘E'Ild"'
Anthony  Coldmar 25710 S.W Bay Mace  Pencacola r. 3 Vertical Data Tabulation...

Judith Lemer 5966 W Milkwood Street Seaurnont TX EiF]

If you don’t have a two button mouse you can hold down the Control key and click on the field name.
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Sorting By Two or More Fields

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

My Mailing List

Last Address City State Zip Phone -1
¥

Kuhn 11735 E Timber Ed. Eastport ME 04631 (207) 3Z9-1256 i

FcFar land Z010 North du Place ‘wWaterbuey NT DSEVE  (202) e24-T185

Weber TZ40 5. Harwey St " indharn QE280  [20Z) S00-2620 m

Gilrman 476 N.W. Clinton Pkwy Morwalk CT 0&251  [20%) 7TZ5-50Z2 I

Gage &7 ¢ 5. Charlotte Lane  Bloomfie] ] 07003 (201) 947-6456

Mester 269 E Kellogg Ln Orang MJ 07050 (201) 790-5724

click anywhere in State field... then Sort Up

Add New Record S E

Delete Record

Delete Multiple b

Search [

Sort > SortUp [ U
Analyze [ Sort Up Within

Sort Down
Sort Down Within

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

® O e My Mailing List

4| First Last Address City State Zip Phone vl
i Kathleen Eills THZE0 E. Brown 5t Colusa CA 95922 (916] 582-2423 :

Christine  Benjamin &1 W Chester Lane Grand Lake co 20447 (9700 S23-0165
— Nicale ‘Weber FE40 5. Harvey St. Windham DEZS0  (203) S00-8620
= | Gerald Gilmnan 476 MW, Clinton Pkwy Morwalk CT 06351 (Z203) 735-5038
IMargaret  Foulsen 2144 W, Dupont Ed “Washington ]S 20010 (Z202) 908-T236

Farnela “Walsh 313 East Bryant Cir..  Mewark DE 19702 (902) 951-1493 m
Jerorne Frank 551 M. 42Nd Ct Mewark CE 1971Z  [Z02) 6ZZ-7506
Christina Gutisrrez 45151 5. Marion &wve  Saint dugustine FL Zz024  (904) 954-2128
Arthony Goldrnan 29710 5% Bay Place  Penszacola FL 2514 (904) 968-3152
Bever |y Rerillsy ded S E. Jones Cir. Reddick FL ZZEEE  [Z5Z) B22-464E
Charles Lowe QZ8 West Laura Trail  Winter Park FL ZZTIZT  (407) 544-2747
Doris cawistowsky 4293 North Smith Stre Orlando FL ZZ2e1 (407) 865-4111
Lenoard Buwrd o974 5. Lakeview Circle Melbourne FL 2904 (407) 255-1502
&llen Resse 24228 MNorth Carnden 5 Hialeah FL ZINIS  (205) 7IZ2-2606
Theresa Cunn T425 MW, Warner dve Miami FL ZZ151  (20S) A1R-2322
Ceborah Fagsdale 113 Erie Ln Fiarmi FL 5152 (209) 812-0738
Anna Mk inney 876 East Johnson Ln Lakeland FL IIS09  (313) 934-4566
Catherine Maclean 536 Morth Manning Dr.. Ocala FL 4452 (9040 S03-Z997
Eleanor Carlson 201 East Clark Trail Litharna Gy IO0SE  (404) TR0-6326
Craniel FMazon s025 ME. dugusta spt Tucker Gidy 0024 (4040 724-8523

Craig E=rlin B727 N Bristol Ave dtlanta GA&  Z0Z09  (404) TES-ZI2Z -

Karen Bryant Z595 E STh Blwvd. Garden City Ga  Z1408  (912) 528-0659

Andrew Ackerrnan 299 E. Deer Cir Waipahu HI PETIT  (B03) 55F-T7523 1§

T - e e L T T R VTS R IR o N T 1A =4 oA P T Ty T =, P D 8 -t [ i

201 vizible /201 total [f-| 1 é’ J 4|
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To sort the cities within the states first click anywhere in the City field, then choose Sort Up Within from the
Sort menu. Be sure to choose Sort Up Within, not Sort Up.

My Mailing List

dddress City State Zip FPhone

TIZ0E. Brown St Coluza Ca QA59ZTZ (L] 5F2-2423
1 &01 % Chester Lane Grand Lake co 20447 (9701 822-0165
T340 5. Harvey 5t. ] CT Q5220  (203) S00-2620
476 M. Clinton Pkwy Morwa CT 05251  (203) 735-5032
2144 % Dupont Bd “Wazhington D 20010 (202] 202-T236 e

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

Add New Record #E

Delete Record
Delete Multiple [

Search b

Sort Up 2U
Sort Up Within ..

Analyze

Sort Down
Sort Down Within

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

®O6 My Mailing List

First Last dddress City State Zip Fhane vl

-

‘ Chriztine  Benjarnin &01 " Chester Lane Grand Lake ca 20447 (9700 223-0165 -
Gerald Gilrnan 47e N, Clinton Pk Morwalk T 06251 (203) 735-5032 I
Micole Weber 7240 5. Harvey St CT 082830 (203) S00-2620
Margaret  Poulzen 2144 %, Dupont Bd “Wazhingtan bLC 20010  (202) 2028-7236
Parnela “Walsh 213 Eazt Bryant Cir.. Mewark %E 19702 [902)951-1493 |
Jerame Frank 551 M. 42Nd Ct MNewark E 19713 (Z02) 633-TS06 m
Allen Reeze 24328 North Camnden S Hialeah FL TI01S  (Z05) T92-9606
Anna Mok inney 276 East John=son Ln Lakeland FL ZT209 (813) 9ZTd4-456E
Lenoard BEwrd 574 5. Lakeview Circle Melbourne FL 22904 (407) 255-1502
Thereza Dunn 7425 N, Warner Ave Miami FL 23151 (305) 616-2283
Debarah Fagsdale 113 Erie Ln FMiarmni FL ZT152 (209) 212-0722
Catherine Maclean 526 MNorth Manning Dr.. Ocala FL Zd4422 (904 203-3997
Daris fawistowsky 4893 MNarth Smith Stre Orlando FL Z2R61 (4071 2E5-4111
dnthony Galdman 29710 5% Bay Place  Penszacola FL 22514  (904) 2E8-F152
Beverly Reilly 464 S E. Jones Cir. Reddick FL ZPEE6  [Z5Z7) 220-454d5
Christina Gutierrez 45151 5. Marion dve  Saint AugqustingFL 20284  (904) 954-2182
Charles Lowe 932 West Laura Trail  winter Park FL 27T (407] 544-3747
Craig Berlin 2727 N Briztol Ave Atlanta Gy 0309  (404) TES-2Z23
karen Bryant Z595 E STh Blvd. Garden City Ga 31408 (912) 528-0859
Eleanor Carlzan 201 East Clark Trail Lithora Gy 0052 (404) TEO-5226
Caniel Mazan &026 M.E. sugusta apt Tucker 'G.ﬁ. Z0024  (404) 724-6523 -
dndresw dckerran 299 E. Deer Cir “Waipahu HI IETIT  (202) 557-7523
Derrick Berg 2275 E Morriz St Carter Lake S S1510  (402) 637-2209 1§
Th el o e o L T S P e T et St P T £ E4dnEd FPAA EAD B4 T |

201 visible/201 total | RERE B JA |

You can use Sort Up Within as many times as you wish in your database. For example, you could now sort
the last names within each city. To learn more about sorting see “Sorting” on page 323 of the Panorama Hand-
book.
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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 BGESIGEM Fields Setup  Wizards Window
Add New Record 2BE

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
M ™™ F\i‘deSEiEct Records in My Mailing List.
SR Y. o | “Cancel (" Find ) € Select
ALL of the followwing are true: - 'E Live Preview
Any held contains ) | gquif m— +
First | Last Address | City | Stat | Zip Phona
Christna  Gutierrez 451517 5 Manon Ave Saint Augustng fL  3208% (904 954-8188

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

® O e My Mailing List

First Last Address City State Zip Phone vl

| Christine Benjarnin &01 W Chester Lane Grand Lake co 20447 (9700 823-0165

|

Gerald Gilmnan 476 MW, Clinton Pkwy Morwalk CT 06351 (203) 735-5038
Micale “Webet T340 5. Harvey St W indbiarn CT 08230 (203 S00-2620
IMargaret  Poulsen 9144 wW. Dupont Bd “Washington (K]S 20010 (202) 908-T2836
Farnela “Walsh Z13Z East Bryant Cir.  Mewark DE 19702 (903) 951-1493
Jerarne Frank 551 M. 42Nd Ct Mewark CE 1971Z  [Z02) 6ZZ-T7506
&llen Rease 24328 MNorth Carnden 5 Hialeah FL ZINIS  (30S5) 7IZ2-2606 m:
Anna Mk inney 276 East Johnzon Ln  Lakeland FL 3309  (213) 934-4566 |
Lenoard Buwrd 574 5. Lakeview Circle Melbourne FL 2904 (407) 255-1502
Theresa Cunn 7425 MW, Warner dve Miami FL ZZ151  (20S) A1A-22382
Ceborah RFagsdale 113 Erie Ln Fiarni FL 5152 (209)812-0738
Catherine Maclean 536 Morth Manning Dr.. Ocala FL 4432 (904) S03-Z997
Loris cawistowsky 4293 North Smith Stre Orlando FL ZZ2el (4071 865-4111
A thony Goldrnan 29710 5% Bay Flace  Penszacola FL 2514 (904) 988-3152
Bever Iy Reill d6d S E. Jones Cir. Reddick FL ZZEEE  [Z5Z2) B22-4646
Christina m 45151 5. Marion Ave  Saint Augustine FL 32084  (904) 954-818%
Charles Lowe QZ8 West Laura Trail  “Winter Park FL ZZTIZ  (407) 544-3747
Craig Berlin 8727 N Bristol Ave &t lanta GA  Z0Z09  (404) TR5-ZZ83
Karen Bryant Z595 E STh Blwvd. Garden City Ga 31408 (912) 528-0659
Flazanme- M awrlonn M1 Fact Clarl: Teail I itharms Hh Zhnnss FdnAd™ TEmM=a22e
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Finding Multiple People

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

Find/Select Records in My Mailing List

F S = = L ..'_ b
Cancel Find " Select
ALL of the following are troe: - 'E Live Preview
Any held contains s alan +*
First | Last Address | City | Stat | Zip Phona
Alani Haftin 427 £ Popéar La Falis Church WA 22042 (T03) 5541201
Alan Diewitt 1642 5. Lorma Rd Harahan L 123 [(S04) EF4-1130
Alzin Frye 151 5 Berry Streat Beaumont T TY706  (408)-401-D921
Alan _issnar 9957 N Adams Rd Spring Waley LA 9197F  (B19) ¥36-Tod2
Alan larraan 03 Moctan Ter san Ceego CA 02123 (6109} 7E3-189&5

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

& O6 My Mailing List

First Last Address City State Eip Fhone -

L
Harrizon 93 Morton Ter San Diego Cé 92123 (6191 783-1965 -
Sandra Cain 975 S 151 Parkway San Diego Ca 92154 (6190 297-5327
Edward Hazson 429 W Harwvew Cir San Gabriel Cd S177E (2131 930-1793

ra

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.

® 06 My Mailing List
_ First Last dddress Tty State Zip FPhaone -]
h flan Harrizan 23 Morton Ter San Diego Ch 92123 (B19) 7E83-1965 : |
Sandra Cain 975 5 15t Parkway San Diego Céad 92154 (819) 297-5327 I
Edward Haszzon 429 % Harvey Cir San Gabriel Ca  2ITTE (218)290-1733
Matrrgaret  Mawlor 72825 M Sormerset Stree San Leandro Céad 24577 (415) Z43-2476 I
Lawrence Rodriguez &75 E Shasta Trail San Pedro CA  90T7IT (213) 234-2554 m
Arthony Carfrnan 274 South 2151 Dr. Santa Eosa CéA 95405 (707)210-4592 I
ighelle Schultz 25307 YWest Fairmount Sebastopol Ch 95472 (TOT)406-2224
Lissner 29997 M Adams Rd Spring Walley Cé& 91977 (619) T36-T622
Fhilip Shipley 400 M Dupont Trail Stockton Ca 99209 (209) 210-349%5

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.

@ﬁ ),?. { Cancel ) Find ) Select )

| ALL of the following are true:

) W Live Preview

( Any field contains £ alan (*)
Adan Haftm 427 E Popéar La falls Church VA 22042 (MD3) 5547290
Aan Dewitt 1642 5. Loma Rd Harahan LA 70123 (504) 6741130

3997 N Adams Rd Spang Valiey €A 3197F  (619) 736-Te22
03 Martan Ter San Dhega CA 02123 (610) 7A3-19E5

Alan Lissne
ALER Harrzan)

5 matches/ 200 total

double click to jump directly to a specific record

| Address State) Jip Phoe
151 S Berry Street  Beaumont 7% | EEEDREE (409) 407-0921
GBS M Red P Los Fresnos T TB566  (512) B98-3280
Daniel Barker 371 W. F-‘nn'u'-::nse Pl Buda T 7Be10 (512) BAF-2741

e T — — - drmm oL s oA

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 331 of the Panorama Handbook 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.

OO

Find/Select Records in My Mailing List

Panorama Tutorial

Qeam» i@

ALL of the following are true: C

First
Alan
Alan
Aan
Alan
AJAn

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

LiSEmar

Harrsan

A

felml tatal

Any feld 1:_4:|-n'|'.a.|ns

© Aubdress
427 £ Popéar La
1642 5. Loema Rd
151 5 Berry Street
9987 M Adams Ad
93 Morton Ter

4 Cancel h"f Find

alan

| City

Fails Chusrch
Harahan
Beawmont
Spnng Valey
San Ceego

RiDIds|s

Stat | Zip

22042
123
TG
grare
92123

(P03} 554-7251
(504} EV4-2130
(408} &0 0921
(613) F36-Tod2
{618} FE3-19&5

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

five selected records contain the name Alan

5 wizible /201 tatal

A8 My Mailing List

4| First Last Address City State  Zip FPhone &
iy v
“u | Harrisan 9% Mortan Ter San Diega G 92123 (6191 783-1965 &

| Alan Lissner 2997 N 4dams Bd Spring Yalley C& 21977 (819 FI6-TE22

dlan Cewitt 1642 5. Loma Rd Harahan L TO12Z (5041 674-11320

Alan Frye 151 5 Berry Street Beaurnont TA TY70e (4090 401-0921

&lan Haflin 427 E Poplar Ln Fallz Church WM& 22042 [703) 554-7251

JAaw

il
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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.

 Cancel ) Find ) € Select )

@ﬁ @

] ALL of the following are true: z) W Live Preview

J ( State +) ( Comains &) [ca +)
| Fest [Last | Address | city |Stat [Zip | Phons | 1
| Raymond  Hendrickson 30953 5.W Poplar Bivd.  Los Angeles CA 90035 (213) 724-2175

| Cheyl Schall 440 MW, Baker PI Bevedy Hils CA 90211 (310) 828-9677 .
jl Lawrance Rodrguez 675 E Shasta Tral San Pedo CA  BO?33 (273) BI4-2554 m
i Dariens Simpson 37054 South Creense Industry A 91¥4a (818} 247-3475 '
| Edward Hassan 429 W Harvey Cir San Gabriei CA 91776 (B18) 980-1793

i Malinsa Whaeler 47ETT W Burnice Dr L= Mesa CA 91942 (813) 464-90017

| Alan Lissnar ‘9397 N Adams Rd Spring WValey CA 91877 {679) 7367622

| Atan Harrison 93 Mortan Ter San Deego CA 92123 (618) 783-1965

] Sandra Can 3375 5.W 15t Parkway  San Diego CA 02954 (513) 207-5327 _

l Brign Potter 15236 M. Porter Apt Riato CA 32377 (3509) 248-8477 -
] Raymond  Fowler 25027 North Cooper  Wildomar CA 92595 (909) 769-5153 L
f John Chick 318 £ Atlanzic Cir Corona Del Mar CA 82625 (714) 779-3814

' 28 matches/200 total i '

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.

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.

£ Addrass Phana s
m Raymond  Hendrickson 30953 SW Popler Bhvel.  Los Angeles CA 90035 (213)7242175 .
n Chienyd Schall ol WO, Baker M Bevarly Hils CA 50211 (310) 823-967 7

Lewmence  Rodiguez G675 E Shasta Tral 5an Pedro CA 50733 (213) 834-2554
Darigng Simpson 37054 South Greena Ap Industiy CA 9746 ([B1B) 247-5475
Edward Hassan 429 W Harvey Cir San Gabried CA 91776 (B1B)990-1793
Malzea Whealor ATE77 W Bumaide Dr Lz Mesa CA 91942 (619) 464-9001
P 3997 N Adams Rd Spring Vabey CA 91977 (619) 736-7622
g LI 93 Maorton Ter San Dsego CA 92123  ([819) 783-1965
Rl 5and San Diggo CA 92154 {619) 297-5327
-.elect Same Rigte CA 92377 (000) 248-8477
Raymi  'Cal m B Wikdamar CA 92595 (908} 769-5153
Joha ect 53 € {Exa:t} Corona Ded Mar CA %2825 (714) 7793814 m
wath  Select Different Orange CA 92666 (714)406-5575
Leona | Calformia City CA 93505 (BOS) 985-4299
Sharo Select Different (Exact) b Acton CA 93510 (BOS5) 3019201
Linda Select Sounds Like feozng CA 93747 (208) 452-1355 [
Barna . Moffett Field CA 94035 (415) 7736256 H
Jdason Hapa CA 34558 (P07} 278-1530 b
5 Select Next r IV
_ﬂ Select Previous —'

Select First
Select Last

Cell Stats...
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It turns out there are four Sandras in this database.

First Last Address City State Tip Prone A

= Haines D283 5, Holly Parkway  Quincy MA 02171 (B17) 234-6307 M
| g | Sandra ierring 39008 5. Hope Rt Youngstown OB 44505 (216) 20B-7361 mg
=== Sandra Padarson 227 W 4Th Lana fexburg iD 83460 (208)837-4337 |
Sandra iCain 3975 5W 15 Paroway  Gan Diego CA 82154 (g149) 297-5327

Address Srate Fip Phone [& '
Bl Sandra Haines 0288 5. Holly Parkway  Quincy MA. 02171 (617) 334-6307 |
Sandra Hairing 39508 5. Hopa R1 Yauingeiown OH
Sandra  Pedersan 227 W 4Th Lane Rexburg g [, Select Same

Select Different
Select Different (Exact)
Select Sounds Like

Select Next
Select Previous

Select First
Select Last
& visibie /200 1o1al alwl 1

Cell Stats...

Here is the selection.

Last Phome

PR

Lifie 39286 E. Eastwood Blvd
Ronald Bauer 7S5BE. 15 Leop Chardon

Ronald Zawistowsky 32438 MW, Bussell Ave Columbiz Statio
Joseph French 24602 5.E. Marsh Bivd Cleveland
Sandra Herring 393908 5. Hope Rt Toungstown
Mildred Jacobs 169 W Framcis Court Youngstowmn
Steven Conmall 505 5 Hopkins Court Cincinnati
Michella Stern 10773 E. Pioneer Dr Cincinnati
Gerald Lyons 18795 5. W Park Ave Wright-Patterson A

(614} 676-4975
(216) B18-8241
(216) 557-5111
(216) 352-5149
(216) 208-7361
(216) 719-9565
(513} 613-1068 m
(513) 407-5547

(513) 581-5357

FER222229

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 “Selecting with the Context Menu” on page 333 of the Panorama
Handbook).
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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 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.

e Find/Select Records ing List

. " o L " . .
@ ﬁ @ "y i &= f Cancel ) i Find :' f‘i!hct_}
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 i
Jacquel tLn Dorchaster MA 2125 (617} E58-5502 b

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.

-'ﬁ_ﬁ.-: : Bk =k i <L ',
. - = | - i £ F i . z |
@ﬁ@ - I‘i +/-v ) Cancel ) Find ) Select )
_ALL of the following are true: 3 W Live Preview
Formula it troe P (Shate="C A" or Stale="0R" or State=""A") and Fhane <3 "7 -
|Frst | Last | Address | city |Stat [Zip | Phons |
Raymond  Hendrickson 30953 5.W Poplar Bhvd. Los Angeles A BHDO3%  (213) 242175
Cheryl Schall H40 MW, Bakar P Bl Hile CA 02117 [(310) B2B-DETT
| Lawrance  Rodrgues E7 5 E Shasta Tral San Pedo CA B0?733 (273) B34-2554 m
| Dariene Simpson 37054 South Greans Induetry CA 91745 (818} 247-3475
Edward Hassan 429 W Harvey Cir San Gabhed CA id¥Se (BI1B) 993-1793
| Maligsa Wheeler A7EFT W Burngage D L= Mesa CA niad2 [(510) A64-S007
Adan Lisspar 8987 M Adams Rd Speing Waley CA 913977 {6159 7367622
Alar Harrdon 93 Marton Ter San Chego L 2123 [(B19) 7EI-T1S9ES
| Sandra Cain QTS EW 15t Parkkway  San Csego CA 02154 ([819) 297-5327
| Brign Potter 15236 M. Porter Apt Riato CA  B2377  (909) 248-8477
' Raymond  Fowiler 25027 Marth Cooper Wildomar CA 52535 (909) ¥69-5153 i
! John Chick 318 E. Atlantc Cir Conona Dhel Mar CA, 2625 ([714) FPO-3814

45 matches 200 total

To learn more about selecting with a formula see “Search Options (Formula)” on page 351 of the Panorama
Handbook and “True/False Formulas on page 124 of Formulas & Programming.
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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 BCIGGEW Fields Setup Wizards Window
Add New Record #E

Delete Record
Delete Multiple b

BETTE N Find/Select... %F

Sort (2 Select All . BA
Analyze b

- Find Previous
Find Next 20

Find & Replace...

Select Reverse
Select Summaries
Select Duplicates...

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

® O e My Mailing List

L] First Last Address City State Zip Phone vl
| Donald 16376 E Evans Rt Fairbanks MK 99707 (907) 442-7203 4
Henky Burgetr 200683 S5 Leith dwe  Conway AE TZ032  (501) 216-1936 m
Lerrick Bryan 226 W Mohawk Court  Fayetteville AE TZ703  (S01)937-3922
Michelle Hutchinson 939 S Bonner D ive Little Rock oty TZZZET  (201] 899-2962
Morman Brazelton 2958 5. Portage Elvd  Chandler e 25244 (0Z) 620-0751
Fenée Lind=ay 248 S E. Utica Trail Flagstaff AL BE00Z  (R0Z) 991-5127
Herbett Matthews 14244 M Yalencia Bt Higley e 89236 (E0Z) 635-Z855
Riczhard Cornrninges 832 E. Hill Ct Feoria e 89331 (8e02) 698-0222
Bty Curry 120 5. Hall Street Phoen iz AZ 25015 (602) 741-0954
Fhillip Wang IZTES 5E. 16Th Street Riviera ot BE44Z  [(R0Z) £99-9255
Sharon Elair 228071 S Cordova Blv écton Cy 2510 [205) 901-9201
Harry Foowalski 33153 N Waverly Blvd  Arcata Cdy 95518 (707) 218-8647
Harry Gonzalez 93T E. Frederick Ln dcata Cdy 95519  (707) 897-5532
Ewvelyn Lawler 579 5% Sequoia Cir Berkeley Cdy 24701 (415) 6T70-5367
Chery| Schall 440 N, Baker P Beverly Hill: Ca& 90211 (210) 828-9677
Leonard Fhelp= T4e East Tremont Trai California City C& QTS0S  (2B05) 985-4299
Kathleen Eills TYE0 E. Brown 5t Colusa Cad 9592 (916) 582-2423
Jahn Chick 18 E. Atlantic Cir Corona Del Mar Ca 92625 (714) 779-3314
Cebotah YWalf 8503 E. Glenbrook Ave Eureka Cé 95503 (TOT) 448-9673
Linda Bizchoff 255 N. Harbor Cir. Fre=no Cdy QTT4T  (209) 452-1355
Caarlens Simpson 37054 South Greene &p Industey Cdy A1T7dE (B12) 247-5475 b |
Melis=a “Wheeler d4TeTT W Burnside Dr La Mesa Cdy 21942 [£19) 464-9001 A
Fayrmond  Hendrickson 30953 5% Poplar Blvd Los Angeles Cdy 0035 (Z13) 724-Z175 v |
w1 o e ) 1 e b e et e TR A R Aokl ol d — A mdCnTE FAdEY 79T S i
201 vizible /201 total | REEA S | R RE S
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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.

Find/Select Records in My Mailing List

R Y. %4

ALL of the f-;:ui!m'.-i.F!

Ay field con
st | Last
Diawn LM
Jacgueline  Ackersman
Bruce Bam

>ENGAE Hanes

Frank Dannes
Lorraing Fyrum
Carl ".':,-.e-r

Carald Pafrmier

Deep South

Mid America

Mid Atlantic
Midwest

Mountain West
New England

i WA 2142
Pacific West , A

" — o .|I"_ .
Lo Cancel

" Find

.‘ ( Select )

¥ Stat | Zip
EELer MA 1011
ichoster WA, 2125

Southeast ian WA 21EE
Southwest ns MA 26O

“TI4B2 E Pennisylvania  Orleans MA 2853
259 £. Baker Pl Wellfleat MA 2667

Phone

(413) 288-1624
(E17) 65B-5502
(617} B74-5831
(17 3340307
(B17) B24-1250
(508) 206-8454
{703} 525-8525
(5081 3%<-9409

W Live Preview

+

For more information about favorite searches see “Managing Queries” on page 355 of the Panorama Handbook.

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. Close the My Malil-

ing List database now.

Logon...

Open File...
Close File

Yave

Save All

Save As..

Save A Copy As...

#0

S

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

/N

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

[ Don’t Save I

The database is now closed, and the memory it was using is available for use with other databases. See “Mon-
itoring Memory Usage” on page 137 of the Panorama Handbook to learn how to oversee Panorama’s memory

usage.
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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

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.

Ao Recent Databases
'
T ,'.
& @ & o -
'\ 4 ; AL LY
Make o
Cioen Kew Database avorites Help Preferences
LOCATION (Folders listed i reverse order)
Turorals = Deskiop  jimrea = Users = Alaska
- Diperations = pmrea = Usars = Alacka
(3} Registration Oparations = pmrea = Users & Algcks m
(4} Tickler ProVLE Sales 2007 = Operations = jimrea « Users » Alzsks
(3} Deposits F g 007 = Oy ong s Users = Algska
(B} Invonce PraVile salgs 2000 = Opérations = ymigs # Usars « Algska
(7} Registration ProVLE Sales 2007 = ODparations = jimrea = Usars = Alaska
(8) Email Masters ProWLE Sales 2007 = Oparations # jimnea = Usars = Alaska
(9} Upgrades Pro%WLE 5 2007 = Oip ons o rea @ s @ 3
Customers Pro%UE Sales 2007 » Operations = jimrea = Users = Alzska

Since My Mailing List was the last file | accessed, it’s at the top of the list. | can double click on that 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 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.

BH00 Recent Databases
) “
b ._.l '
wrchase [ @ . .
[ Y - o B " ‘ \
HMake .
o New Database |0 oThes Help Preferences
DATABASES LOCATION (Folders listed i reverse order)
(1) Credit Card Purchases Accounting {Active) » Doerations « jimrea » Lisers » Algeka
(2} Purchases Summary.pan eSales » eTopia Fles » eTopia 2010-04-19 » squeeges atopia » Tech Support » Web Dol

To learn more about this wizard see “The Recent Databases Wizard” on page 44 of the Panorama Handbook.
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Printing the Data Sheet

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

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

Data Sheet Headers & Footers

— Title Text
Top Left i
|
Top Center
-
Top Right
=
Bottom Center
T
( Page# | ( mm/dd/yy |( Monthdd, Y¥¥YY | ( hh:mm:ss )
__ Title Size
ESame as Data Sheet, or: pt

[Cancel 31(: OK j}

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

type Printed on

__ Title Text /

Top Left o @{date:MGﬂth ddnth, yyyy

"]

Top Center

|

Top Right

Bottom Center
-

“ 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 Page »Page#»

Bottom Center

( 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 1048 of the Panorama
Handbook. When printing a form you have complete control over the exact layout of headers and footers —
see “Custom Reports” on page 1061.)

then press button

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

Page Setup
Settings: | Page Attributes 4
Format for: = Any Printer $
Paper Size: | US Letter 4

8.50 in x 11.00 in

Orientation: LES e

Scale: 100 | %

@ lf Cancel | f—e&e—)
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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 30). Only the vis-
ible records will be printed.
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Temporarily Hiding One or More Fields

If you need to temporarily hide a field, simply click anywhere in the field and then choose Hide Field from
the Fields menu. (Alternately, you can right click on the field name and choose Hide Field from the pop-up
context menu.

Panorama File Edit View Records m Setup Action Wizards Window
| Go to Field...
E

1 " o F Y

Manipulate Data in Field... 3= [@r  Phone -

: : 90035 2
e Vertical Data Tabulation... Ee B
Lawrence  Rodrgued ; . 0733 (213} 834-2354
Deriene  Simpsen  rield Properties... B1746 (B18) 247-5475

= . Y7 1

Vel wnens  Autoset Field Width fioas (e} sesain
Alan Lissnor Autoset ALL Field Widths 81977 (619) 736-7622
. Alan Harrison H2123 (619) FB3-1985
4 Sandra Caun . B2154 [819) 287-5327
i potter | Add Field... #N 92377 (509) 2288477

Join Chick I ; 2625 (F14) 779-3614 m
Judih smpsen  Duplicate Field B2666 (714} 406-5575
Sown s | SplitField... 83510 (805) 2019201

Linda sschoff  Merge Fields... 193747 (200) 4521355 |
Bernard Guatafsd v 140335 (415) FT3-BZ56

Jasan sievens  oWap Fields 194558 (707) 278-1530 | ¥

4% visibles 200 1 ) F PR

— Delete Field F

Hide Field

Show All Fields®
Hide/Show Fields...

The field, in this case Phone, disappears. You can hide as many fields as you want as long as at least one is
visible.

e
o
ol

Last At

| Raymond  Hendrickson 30053 SW Poplar Bve.  Los Angeles A, 4 |

Charyl Schold 40 MW, Bakar P Bewvarty Hills A 90211 |
Lewrence  Rodriguesz 675 E Shasta Trail San Pedro CA 80733
Darlene Eimpson 3M054 South Greens Ap Industry CA  81rde
Edward Hasson 423 W Harvey Cir Ban Gabriel CA 8177
biglissa Wheeler 47677 W Bumsde Dr La Maosa Ca 97943
Alan Lizgnar 0907 N Adsms Rd Spring Valley LB T ! )
Alan Harrisan 83 Marten Ter San Dhega CA 52123
Sandra Cain 3975 5W 15 Parkway  Sen Diego CA 82154
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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.

~ Zip
W Phone

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

8006 .. My Mailing List

[-h First Lat Phong &
,ﬂ BRI vendiickson  (2713) 724.2175
iL Chanyd Schol (210]) B28-3677
=1 Lewmence Rodriguesz (213) 8342554
ﬂ Darfens Simpson (B18) 247-5475
&: Edward Hasson (B18) 550-1723
Mglissa Whaeler (6719]) 464-2001
ﬁ; Alan Lissner (619) 736-7622
E Alan Harron [E19} FE3-1965
Sendra Cain (619) 257-5327

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.

" O Hide/Show Fields

.,,.:f" ’_#Encgl_‘ EAPFh"}
| Show All Fields
| Hide All Fields

Add to favorites...
T
M Phone
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Type in a name for your new favorite.

IrsrLik

Mame of Tawarnta

Phane Murmbsar Ll

" Cancel ) r 0] 4 )

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

“ 7 O Hide/Show Fields.

W [(cancel) EAppiy)
| Show All Fields
Hide All Fields

Addresses

Phone Numbers .

Add to favorites...

Automating Tasks with Procedures

Right out of the box, Panorama is a very flexible program. Its built in menus and tools bring incredible power
to your fingertips. Even better, you can easily create your own commands that can be activated with a menu
or button. You can create these commands (called procedures) using Panorama’s built in programming lan-
guage or simply by recording each step with the built in recorder. To start recording a procedure just click on
the Record Procedure tool. The wheels of the recorder will start to spin to let you know that Panorama is
recording your actions (the recorder is described in detail in “Creating a Procedure with the Recorder” on
page 212 of Formulas & Programming).

e NBNS) My Mailing List
.,E.i:'. First Last Address City State| Jip Phome
*ﬁ&*ﬂﬂﬂfﬂ‘ﬁﬂ‘ﬂ!ﬂﬂﬁ' } 155 Eim Ter Memphis Consultant NY 14425 (716) B4D-5619 |
E Karen Bryant 3595 E 5Th Bhed. Florida Partners Cor GA 31408 (912)528-0659 m
Deborah Wotf B503 E. Glenbrook Ave. BEESEER s lne-t () =t WU Q5503 (707) 44B-8673
.ﬂ. Temonthy  Dobbins 639 E Clayton Ln Philadelphia Informa Ml 49228 [(B16) B33-53134
i':i,_ Kally Gage 677 5. Chardotte Lane  David Studio Co. Wl 7003 (201) 847-6456

I’ll use the recorder to create a procedure that sorts the database by first and last names. With the recorder
running (make sure the reels are spinning) | perform the following steps (using the sorting technique you
learned earlier, see “Sorting By Two or More Fields on page 25).

Step Action
1 Click on the Last field.

Choose Sort Up from the Records>Sort menu.

2
3 Click on the First field.
4

Choose Sort Up Within from the Records>Sort menu.
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When you’ve finished with these steps press the Record Procedure tool again. This stops the recording.

Panorama Tutorial

My Mailing List

Last Address City State) Zip Phoeye
*ﬁﬂiﬂﬂ“‘f‘m"} 4076 5. Bonner Ave.  Kenorz Marketing In NY 11901 (516) 439-2022
Ackerman B39 E. Deer Cir Dynamic Express Cc Hi 96797 (BOB) 557-7523
Ackerman 173 Morth Clover L General Hospital Co MA 02125 (B17) 658-5502
Albrecht 146 W Sutton Loop Johnson Resources MY 11566 (5716) 636-0746
Andras 7538 5. Stewart 5t Middlesex Press Ind PA 18938 (215) 407-2186
i - Bailey 37127 W Elsot Dr Pacific Photographe TX.  7B86ETY  (5712) 644-53347
n&: Barker 371 W. Primrose P Micro Engineering C TX 7810 (5712) BA7-2741
| ﬁ Rhonda Barr 285 5. Custer Cir Jomes Sound Collegy OR- 97341 (503) 945-9082
! Phillip Bauer 41828 W. Whitehall Pkw Texas Financial Co. WA 0B240  (804) 4644974
Ronald Bauer 75B E. 15 Leop First Phetography T OH 44024 (2768) B18-8241
Phylfis Bemgston 360 5.E. Trenton Dr. Precisicn Informatic NY 10562 (212} 517-3722
Chiristine Benjamin 601 W Chester Lane Liberty Advisers Lin OO BO247  [(970) 823-0165
Derrick Berg B275 £ Morris 5t Century Electric Con 1A 51510 (402) 637-3209
Craig Berlin 8727 M Bristol Ave Moran Hospital Lirni GA 30308 [(404) 765-2383

After you stop the recorder a dialog box will appear. Type in the name of the new procedure (in this case Sort)
and press the Save Procedure button.

Save Recording

Mew procedure name. ..

Sort Mames|

l'r Cancel | [ Save Procedure ﬂ‘

Next I'll create a more complicated procedure to print the addresses in zip code order. | start by turning the
recorder back on again.

O 00 My Mailing List
Ei Address City Phomne -

i *ﬁﬂiﬂﬂ“‘f‘m"} 4076 5. Bonner Ave.  Kenora Marketing In WY 11807 (516) 438-2022
| 4@ Andrew Ackerman B39 E. Deer Cir Dynamic Express Cc Hi 96797 (BOB) 557-7523

First Last State) Zip

With the recorder running perform the following steps.

Step Action

1 Click on the Zip field.

Choose Sort Up from the Sort menu.

Choose Hide/Show Fields from the Fields menu.

Click on the Apply button.

Choose Print from the File menu

2
3
4 Uncheck the Phone field, leaving the others checked.
5
6
7

Click on the Print button
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When I’ve finished with these steps | press the Record Procedure tool again to stop the recording.

@00 My Mailing List
Ei First Last Address City State| Zip -
‘2.8 Record Procedure | 230071 5.2 American Px Washington Commy N 07509 4
Janice Lebaily BS51 M.E. Limaood Ln Brown Sound inc. Wl 07850
Grace Day 8421 Morth Rock Pkwy  Rock Music Limited W OF 704 m
Again, Panorama asks me to give this procedure a name of its own.
Save Recording
Mew procedure name. ..
| Print Addresses |
S

l'r Cancel ) [ Save Procedure _

Before | go any further | will Save the database with the new procedures | just created.

Using the Action Menu

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

Panorama File Edit View Records Fields Setup mwfizards Window
.. Sort Names

My Mailing List .
WPl First Last Address City e -3
@ Phyllis Wagmner 23091 5.E. American Pk Washington Commnu Ml 07509 4
Janice Lebaily B5% M.E. Linwood Ln Brown Sound lnc. M 07650
I‘%" Grace Diay B421 Morth Rock Pkwy  Rock Music Limited M 07704
Eﬂk Joseph Hartlay A1730 W Bethany Blvd  Island Computing Ti M 07722 m
LSl | Herbert Schioh 7658 5 Cove Rd Michzel Emergy Indu Ml 07760

When you choose a command from this menu it replays the steps that were recorded in the procedure. If |
choose the Sort Names command, Panorama replays the recorded steps as fast as it can — zip zip zip.

®00 My Mailing List
p Ei First Last Addrass City State| Zip -
B2 Phylis Abbott 4076 5. Bonner Ave.  Kenora Marketing In NY 11901 ¥
| E Andraw Ackerman B399 E. Deer Cir Dynamic Express Cc H De7av m
Jacqueline  Ackerman 173 Morth Clover Lo General Hospital Co MA 02125
ﬁl EE - -oecht 146 W Sutton Loop Johnson Resources MY 11566
|-ﬁ_ Mancy Andres 7538 5. Stewart 51. Middlesex Press Ind P& 1B338
i Diennis Bailay 37121 W Elfot Dr Pacific Photographa TX.  7BEGT
n&: Danief Barker 371 W. Prirnrose Pl Micre Engineering © TX 78610
| Q Rhonda Barr 285 5. Custer Cir Jones Sound Collegy OB 87341
Phillip Bauer 41628 'W. Whitehall Pkw Texas Financial Co. WA 98240
Ronald Bauer 75B E. 15z Loop First Phoetography T OH 44024
Phyllis Bengston 366 5.E. Trenton Dr. Precision Informatio MY 10562
Christine Banjamin 601 W Chester Lane Liberty Advisers Lin 0O B0447
Derrick Berg BZ¥5 E Morris 5t Century Electric Cm 14 SYEYD
Craig Berlin B727 M Bristol Awve Moran Hospital Limi G4 303048
Kathleen Bil's 7930 E. Brown 5t Ltah image Internay A 95832
Linda Bischoff 8955 M. Harbor Cir. Mark Energy Co CA  B3T4TF i

To learn more about the Action menu see “The Action Menu” on page 355 of Formulas & Programming.
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Editing a Procedure

A procedure can be opened to see what’s inside. To see what is inside a procedure, right click on the View
menu and choose the procedure name (if you have a one button mouse, hold down the Control key).

right click or hold down control key to open procedure

/ in a separate window

Panorama File Edit WS4 Records Fields Setup Action Wizards Window

" Yolo Data Sheet List
—— J Design Sheet Eg
2l First Li ity State Zip
PE; ' Flash Art Scrapbook |
k Phyllis A Bnora Marketing In WY 11901
i
E Andrew A New Form... ynamic Express Cc HI Q747 m
=—1 Jacqueline A New Crosstab. .. eneral Hospital Co MA 02125
I,;ﬂL A phnson Resources WY 11566
3| Nency A New Procedure... iddlesex Fress indi PA 18938
1 Dennis B Sﬂl't Names . gcific Photographe TX TBaa?
E.. Danie! B . ro Engineering C TX FBE10
&y | Rhonda B Print Addresses wnes Sound Collegr OR 97341
—— Phillip Bz —racw T T wmenmerexas Financial Co. WA 98240
Ronald Bauer TOBE. 15 Loop First Photography T OH 44024
Phyllis Bergston 366 5.E. Trenton Dr. Precision Inforrmatic NY 10562

Chiristine Bemnjamin 607 W Chester Lane Liberty Adwvisers Lin 0O B0247

A new window opens, showing the steps of the procedure. Each step you recorded appears in a simple
English-like format.

=, =, -,

My Mailing List

2800 My Mailing List:Sort Names -
@i b | Field "Last” :
' SortUp v

1 Field "First® m

sortUpWithin

With this window opened you can edit the steps that were recorded. For example, if you made a mistake dur-
ing the recording, you could fix it now. You can also add new steps by typing them in (or cutting and pasting
from another recording). For example, if  add the step f i r st r ecor d to the end of this procedure, Panorama
will automatically jump to the beginning of the database after sorting the data. To try this out | can either
click on the data sheet and use the Action menu, or | can simply press the Run tool.

800 My Mailing List:Sort Names

v)ﬂc! Hfun--jLast" 4
' sortlp d

Field "First" m
sortUpWithin
firstrecord

v

et

3

13
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Panorama has hundreds of commands — how did | know that f i r st r ecor d was the one | needed to jump
to the top of the database? To help find the command | need | use the Programming Assistant dialog, in the
Edit menu. Once this dialog | can search for the command | am looking for. Aha ... there it is, firstrecord. Now
| can simply double click on it to insert it into the procedure (to learn more about this assistant see “The Pro-
gramming Assistant Dialog” on page 225 of Formulas & Programming).

$78" . Programming Assistant
- '.-' k"
firs] & Cancel | £ Inserl:a
Panorama. ... Open Databases...
M Statemnents My Mailing List -
® Functions ¥ Fields _! Procedures [ Databases
_! Operators ¥ Variables | Forms

[1} arrayfirst{thetext, thesep)
(2} firstiime(thetext)

(3} firstrecord

(4} firstword (thetext)

[5) =First®

As you can see Panorama has hundreds of commands that can be used in a procedure — in fact, it has a com-
plete programming language. If you’re a developer you’ll love the power and flexibility at your fingertips
(you can even program in PHP, Perl, Ruby, Python, AppleScript or shell scripts). If you don’t have program-
ming experience you’ll find that Panorama’s step -by-step approach makes it easy to learn. The fundamentals
of Panorama’s programming language and tools are described starting with “Introduction to (Panorama)
Programming” on page 203 of Formulas & Programming.

Creating a New Procedure from Scratch

In addition to creating procedures with the recorder, you can also create them from scratch. To demonstrate
this, I'll create a simple procedure that displays a map of the current address. This is easy to do because Pan-
orama has a built-in command to display a map. To create a new procedure, right click on the View menu
and choose New Procedure (if you have a one button mouse, hold down the Control key).

right click or hold down control key to create
/ procedure in a separate window

Panorama File Editﬂecnrds Fields Setup Action Wizards Window

e N o Data Sheet elics
. 20 4 Design Sheet B9~ ’
ol First L ity State Jip
o0 Flash Art Scrapbook g
iy, F‘h:,.-l A enora Marketing In NY 118901 |
% Andrew A New Form... ynamic Express Cc HI Be7av m:
-El Jacqueline A New Crosstab. .. eneral Hospital Co MA 02125
i Fred " shnson Resources WY 11566
'| i Mancy New Prm':edure. - iddiesex Press Indt PA  1B93H
=== Dlennis By Sort Names gcific Photographe TX  FBGGET
% Daniel Bi 2 icro Engineering C TX ~ 7BGE10
&y | Rhonda B Print Addresses snes Sound Colleg: OR 07341
- Phillip Bauer - o83 35 Financial Co. WA 98240
Ronald Bauer 75B E. 15t Loop First Photography T OH 44024
Phyliis Bengston 366 5.E. Trentan Dr. Precisicn Informatic WY 10562
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I’ll simply call my new procedure Map.

MNew procedure name: " 1insert before:

[[-.{ap %] Sort Names 14
[': Cancel j{: OK :;

Panorama creates a new, empty procedure, ready for whatever | want to put into it.

|

iEEED

Procedure opaned.

" ma . Q) ( Cance!) m

Panorama... Open Databases...

# Statements ujy Mailing List ;_-._]

® Functions # Fields ! Procedures (| Databases
L | Operators M Variables | Forms

1 (1} mapaction
(2} mapdisplay(thestreet, theclt'y,thestate the.?_:p]

(3} mapdIsplaycache[thestreet,theciw,mestate thezip,cacheonlyflag)
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The command | want is openmapwindow, so | double click on that line to insert it into my new procedure.

® 00 My Mailing List:Map

| _al=T]

openmapwindow street,city,state,postalcode,country,mapheight,mapwidth,options 4

b

C

This command has eight parameters, but only the first four are required. So | start by deleting the last four
parameters. Then | edit the first four parameters to match the actual field names in this particular mailing list

database.
800 My Mailing ListMap
ﬁtnpenmapwinduw Al:ll:lress,l:it}f,StatE,Eiﬁ i
X 0
-~ |

My program is complete ... just one line. To test it, | can either go back to the data sheet and choose Map from
the Action menu, or simply press the Run tool. Panorama will open a new window showing the location of
the current address in the data base.

ann L6893 Algonquin 5t., Huntington Beach, CA 92649
Ry S E
H._;a-"-*" £ G v G , 2 [ 1
g gt g E
-] Praerias Cn
A c z =
IE;.'?":.' 3 o =
.,,:‘. ':_-_ ety L
e i ] Wisder Park
el | o ey
: 2 5 o
C F B
- ' E
s o Baine Pearce 51 g Prare o
u ':_ » £ £ =
= g™ o W 2 : &
= lllfﬁif' E'—'H"l.‘w.;u. D = o k
-] A % '
-
E o E
. i -y %
E 5 . Hunlingion Parmrge O ppin e Mike Or
2 1R L . Harbor Mail
Shoppng Cemes z
i " o i~ H
= = 5 o 5 E E
= - n IT"-"I_- & z "'-'I
F//F & 5" :
k - =
; g & g 3
5 F - g Warmar Ava
a8 ¥ =
3 Wesipod Dr E I'-"_-: ? s Cr
9 e.
a
-
% - S
: = ="
2 A . "
: "
Ed'u'ﬁ"‘--:y S ':2 W
?:._} » Ovion 23
; k-, eecht G o

T=F

Not every procedure is quite this simple, but if you take a step-by-step approach you’ll be amazed at what

you can do.
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Creating a Form for Printing Mailing Labels

Printing mailing labels is a common task. Many types of peel-off labels are available commercially. Panorama
already knows the dimensions of many popular labels and can do most of the work for you. The first step in
setting up a mailing label is to create a form to hold the label. A form is like a sheet of paper that you can
draw on (see “Introduction to Forms” on page 481 of the Panorama Handbook). You can place graphics, text
and data on the form to create labels, invoices, statements, or virtually anything else. To create a new form
select New Form from the View menu.

File Edit Fields Text 5Search Sort Math Setup Wizards

® OO | DataSheet ing List |
First |  Design Sheet City State Zip Phone .
Lorraine | Flash Art Scrapbook  wauwatesa  wl 53213 (4141 310-90%6

Kristin Chas WY 25304  (304) 523-2415
Faul Clearmont WY 82835 (3071 729-8985
John New Crosstab. .. ‘Huntington Bea Cé&  92649- (714) 846-1378

Palm Desert  Ca  92211- (760) 345-4890

New Procedure. ..

T —
L

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

Create New Form

MNew Form Name: __!Insert before X
‘Mailing Labels _’ B

( Cancel :'.l ( Blank Form ) ( Quick Label j] ([ Quick Report |
e ——-
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The dialog gives you three options when creating a new form — a blank form, a mailing label and a report.

Press the Quick Label button. The Quick Label dialog appears, allowing you to define the dimensions of the
mailing label you want to print on.

Mailing Label Dimensions

Specify dimensions in: ™ Inches () Centimeters

P —
050 |

S
Jos1 b " Avery 5266 |4 ;-L

(Zio 1) D.Ei

|<—-4.m] —r‘

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

Avery 5260
Avery 5161
Avery 5261
Avery 5162
Specify dimensi Avery 5262 timeters
Avery 5162 Old

Avery 5262 Old

Avery 5163

Avery 5164

Jos1 Avery 5266 ‘

Avery 5267 0.67
Avery 5293 l
Avery 5294
Avery 4013
Avery 4145

|F Avery 4162
Avery 4163

(: Page Setup ] Avery 4146 el )| OK )

Avery 4604
— Avery 4143
Avery 4144
Avery 4610
Avery 4161
Avery 4166
Avery 4167
Avery 4168
Avery 4169
Chesire

T
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When you release the mouse the updated label dimensions appear. (You may also see an alert telling you that
the largest possible printable page area must be set in the Page Setup dialog. If you see this message you
should make sure Page Setup is configured to use as much of the page as possible, with the minimum possi-
ble margins.)

Mailing Label Dimensions

Specify dimensions in: ™ Inches () Centimeters

.T.

s ———

0.50 |
.

Joiz b Avery 5160 %) ‘
| 2up ¥ l'ml

|<—2.?5 —r‘

(: Page Setup :1 (: Cancel }( OK :)

Press the OK button after the dimensions are set up.

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

Mailing Label Layout

Double click to copy field to label...

First |
Last |
Address

City

State

Zip

Phone

Font: | Geneva ¥ size: [ 1 89 ( cancel )( OK )
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Start by double clicking on the First field, then press the Space Bar.

Double click to copy field to label...

First B cFirsts |
Last
Address

=

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

Double click to copy field to label...

First //jﬂ_u;lwiast&
Last

Address

Double click on the Address field, then press the Return key.

Double click to copy field to label...
First «Firsts «lasts
Last /,.y-:{.-ﬂ-.ddrEES&
Address
City

i

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

Double click to copy field to label...
First aFirste «lasts
Last «Addresss
Address g «Citys, |
City
State X

L1 [eee]

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

Double click to copy field to label...

First aFirste «lastw
Last «Address» *
Address «City», «States’«Zip|
City

State

Zip

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

Last «Adresss
Address {<Cit"y"=h ==tates {{Eipa
City
State
Zip
Phone
9 point
Font: | Geneva ) Size:
24
36
48
Up 3
Down  3£]
Other...
T

Press OK when the label design is complete.

Panorama now shows you the finished template for the label. The label appears on special “tiles” that control
the size and spacing of the labels (see “Tiles In Action” on page 1076 of the Panorama Handbook for a complete
description of tiles).

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

|||||||||||||||”|||||||||||||||?|||||||||||||||?|||||||||||||||q|.|||||||||||||||?|||||||||||||||‘?||||| f
L

W

Top Margin |

T tile

[ O L R PP -]
wFirstw o Lasts :

whddresss
#Citys, «States «Zips

| o
1 ||||||||||||||| |||||||||||||||

.
I
|
=]
A3

tile

]
1

FESECODREERE

=IEN Geneva 12pt [ « | » Yalr
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Previewing the Labels

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

SO0 Print Preview

O 1 AT TN m
1ETI F FAR N FORENF 1ETL TR PECEF PR
PO T, o LT LD D

Ty m——r
TEEEF 1A Nkl FET T O . A Eewror
LS &l TIXE LN 11 PR, O

I P A | O N
P PR O T A O B, N
T T . T LE]

P I HE HIFF] B P M N T
Ll o0 g g ] AETI PR 1 OWTY T M. O
(11 F R -] [ __N-1 11} LEFE O T D

I et W L N R
IENL R ALY BT W LT PR
CHN W, I TN I O O | L B | O

PR I rm N TR . Crad e vy

PN, K BLETI LT L LT

I W N P LI P S
L I L |1 ] THR Pl TTRERECTTE OTIA MM
HEEN, D O N N W T, O ipd, N .

ST P il Cr— .. ']
FEAF HRIC 1VEF FRAN PR L
PR e, I B | - 18— B, O T

L=
1M HE N MAF FEEEOr ] LN O P
[ -1 M-8 11} (- -1, M- -] L N-0 -]

*FB B R B

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

SO0 Print Preview

§
Donald Leach Phillip “Waong Deborah Wolf
16376 E Evans Rt 3765 5.E 16Th Street G503 E. Glenbrook Ave.
Fairbanks, &K 99707 Riviera, &Z 6442 Eureka, CA 95503
Henry Burger Sharon Blair Linda Bischoff
200633 Leith Ave 28071 3. Cordova Blwd 955 M. Harbar Cir.
Conway, AR 72032 Acton, CA& 93510 Fresno, Cé 93747
Derrick Bryan Harry kowalski Darlene Simpsan
226 W Mohawk Court 33153 N 'Waverly Blwd. 37054 South Greene Apt
Fayetteville, AR 72703 Arcata, CA 95518 Industry, CA 91746

When you are done looking at the preview, click on the window’s close box. To learn more about the Print
Preview window see “Print Preview” on page 1056 of the Panorama Handbook.
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Printing the Labels

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

If you don’t want to print all of the labels, use the Find/Select command to select the addresses you do want
to print. Use the Select button so that only the addresses you want to print are visible (see “Selecting Instead
Of Finding” on page 30). Once the correct addresses are selected, use the Print command to print the labels.
After the labels are printed, use the Select All command to make all of the addresses visible again.

Switching Between Forms and the Data Sheet

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

Panorama File Edit Arrange Text Graphics Setup Wizards
Data Sheet |, vels (100%) .

bt Design Sheet o Bocton B
Flash Art Scrapbook H
New Form... m

] Mailing Labels
ST New Crosstab...

wfirsts <« New Procedure...
whddresss

® O e My Mailing List
fray First Last Address City State Zip Fhone !
| - L
== | Lorraine Fance 897 Y. Cotati Circle "Wauwatosa "W SZZ1Z  (414] Z210-2036 .--I
| Kristin Mzlean 29095 5% Carneron Pk Chas WY ZSIZ04  (304) 323-2415 |
Faul Steinberg 29653 5% Taubrnan Bl Clearmont WY 52835 (307) 729-8935
= | John Eutiel 16892 Algonguin St Huntington Bea C& 22649~ (T14) 846-1378
& Furnare 40210 Baltusral Cir  Palm Desert  Ca&  92211- (760) 345-4590

0
i |
il
20Z visible /203 total ISR RALAF
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The View menu lists every possible view of your database, and also allows you to create new views. To
switch back to the mailing label, choose the name of the form containing the label from the menu.

Panorama File E:::Iit Fields Text Search Sort Math Setup Wi

®0 6 | Data Sheet - ,
| First Last  Design Sheet | State Zip Phone &
Lorraine  Fonce |  Flash Art Scrapbook & w1 s3213 (414)310-s0%6 L

Kristin MeLean | | Wy 25304 (2T04) 22T-2415

Faul Steinberg___1VEW FOrm... WY B2EES  (I07) T29-S965

John Kuttel Mailing Labels - Bea CA  92649- (714) 846-1378

1t CA  92211- (7&0) 345-4290

Furnare

New Crosstab. ..

New Procedure...
T

Your database can contain many different forms, each displaying the data a different way (see “Introduction
to Forms” on page 481 of the Panorama Handbook).

Creating a Data Entry Form

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

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

Panorama File E:::Iit Fields Text Search Sort Math Setup Wi

®06 | Data Sheet - ,
[ | First Last | Design Sheet | State Zip  Fhone 4
Lorraine  Fonce | Flash Art Scrapbook & w1 sz21z (14 z10-sose

Kristin FeLean WY 25Z04 (I04) 223T-2415
Paul Steinber WY B2B8IS  (Z0T) T29-2925
John Kuttel M iBea CA  92649- (T14) 246-1Z78

ailing Labels
F'.at F 1 Ca Q221 1= (7601 345-4290
unrdl  pew Crosstab... F

New Procedure...
T

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

Create New Form

Mew Form Name: " linsert before:
Entny, | "Mailing Labels H

( Cancel :J ( Blank Form j ( Quick Label jJ [ Quick Report )
"
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When you press the Blank Form button Panorama will create a new, empty, form. Since you pressed the Alt
key (PC) or the Control key (Mac) when using the VView menu, Panorama creates the form in a new window,
leaving the data sheet also open in the back (see “Opening More Than One Window Per Database” on
page 169 of the Panorama Handbook to learn more about window management).

®mOO My Mailing List
P ®Oe My Mailing List:Entry (100%)

||||||||||||||||‘!|||||||||||||||?|||||||||||||||$|||||||||||||||I:;I.|||||||||||||||?|||||||||||||||E|l|||||_+
v

0

=

|||||||||||||||| E
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2]

EEBELTERELEL e

R

ol /m Geneva 12pt (] 4 » sy

The tool palette on the left side of the window contains tools for creating and manipulating graphic objects
on the form. The most commonly used tools are shown below.

&=
.

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

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

=) create data cell object (database field)
L create text object

. create line object

L create rectangle object

[ create rectangle object with round corners

create oval/circle object
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Creating Graphic Objects

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

® 06 My Mailing List:Entry (100%)

|||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||Eli||||| -

0

Now move the cursor onto the form and drag the mouse across the surface of the form to define the location
and size of the new object (the dragging motion is shown by the dashed arrow in the illustration below). A
gray outline of the new object will follow the mouse.

®O6 My Mailing List:Entry (100%)
||||||||||||||||‘!||||||||||||||.-.q‘::‘llllllllllll|||§|||||||||||||||I--:|.|||||||||||||||?|||||||||||||||Ell|||||lfII
'l
f ~~~~~~~~~ th 0

MMH . ___."
L — Hf\_|_
When you release the mouse, the new object will appear.

® O 6 My Mailing List:Entry (100%)
I |||||||||||||||”|||||||||||||||:?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h|||||fi
L
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Each time you drag across the form you will create a new shape. Create several shapes as shown below (these
objects are just for experimentation, so don’t worry about the exact position and size).

® 06 My Mailing List:Entry (100%)

| =1 1 2 P& 4 g =]
| -"d B ||||||||||||||||||||||||||||||||||||||||||||||:|||||||||||||||||||||||||||||||||||||||||||||||||||||||| ~
v |

P
gy ™

|

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

®0e My Mailing List:Entry (100%)
1M

||||||||_|||||||”Illlll|||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h||||| -
2 v

Don’t forget to click on the Pointer tool when you are done! If you don’t, the next time you click you will
create another graphic object. To learn more about creating graphic objects see “Creating a Graphic Object”

on page 494 of the Panorama Handbook.

Selecting and Moving a Graphic Object

To select a graphic object simply click on it with the Pointer tool selected. Four “handles” appear at the cor-
ners to show that the object is selected (see “Selecting a Single Object” on page 501 of the Panorama Handbook).

® 06 My Mailing List:Entry (100%)

| |1 I5|2 | |3 I |4 I |5||||E~|.i
i ':

handles m

(]
1
]

click on the object you want to select
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To move an object click on it and drag to the new position (see “Moving a Single Object” on page 508 of the
Panorama Handbook).

CRENS) My Mailing List:Entry (100%)

I|IIlll|I|IIlll|‘!|IIlll|I|IIlll|?|III|I|I|I|I|I|§|IEEI|I|I|I|I|I|ql.|lIlll|I|IIlll|?|III|I|I|III|I|?|III| ” |
':

For fine adjustments you can use the arrow keys ([<], =], [1], [1]) to nudge selected objects into position.
Each time you press an arrow key, the object (or objects) moves one pixel in the direction of the arrow (see
“Nudging an Object (or Objects)” on page 509 of the Panorama Handbook).

Adjusting the Size of a Graphic Object

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

® 06 My Mailing List:Entry (100%)

|||||||||||||||”Illlll||||§||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h||||| -
v

0

ffffff
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Release the mouse when the corner is in the correct spot (see “Changing the Size of a Single Object” on
page 513 of the Panorama Handbook).

®& 06 My Mailing List:Entry (100%)

|||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||Eli||||| g
ki

The arrow keys ([<], [=], 1], [1]) usually nudge the entire object. However, after you click or drag a handle,
the arrow keys will nudge just that handle. Each time you press an arrow key the handle will move one pixel
in the direction of the arrow. In other words, each time you press an arrow key the object will grow (or
shrink) one pixel in the direction of the arrow (see “Nudging the Size of an Object” on page 513 of the Pan-
orama Handbook). You can also adjust the position and size of the object numerically with a dialog, see “View-
ing and Setting Exact Object Dimensions” on page 512 to learn how.

Changing an Objects Appearance

The new objects you have created are white with a black border. You can change it to Solid (or Hollow) with
the Graphics menu (see “Solid, Outline and Hollow Objects” on page 520 of the Panorama Handbook).

View Arrange Text [[ETSiIad Setup Wizards

o g s TR,
||”|||||||||||||||?|||||||||||||||§I f’DutIinE 2

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

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

®06 My Mailing List:Entry (100%)

||||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|i||||| .I

0

O~ |m Geneva 12pt [] < » D ERE

current fill pattern (solid)
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You can also use the Graphic Control Strip (on the bottom of the window next to the horizontal scroll bar, see
“The Graphic Control Strip” on page 505 of the Panorama Handbook) to change the appearance of the selected
objects. Another way to change the selected object to solid black is to use the fill pattern menu (see “Fill Pat-
tern” on page 521). This menu has 40 different patterns to choose from.

50% gray

t t solid white
L ransparen solid black

/ M!,,i Mailing List:Entry (100%)
_-"d‘ ij /I /l ||||| Ll ||| ||| ||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h|||||l’I

¥

C

Genewva

click to pop-up the fill pattern menu
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To change the color of the selected object use the color menu (see “Color” on page 526 of the Panorama Hand-
book).

® 06 My Mailing List:Entry (100%)

2 1 .|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|.|?|.I.|.|.|.I.|.El.I.|.|.|.I.|.|‘.1|.I.|.|.|.I.|.|?|.I.|.|.|.I.|.|§|.I.| *]
e - 3
G| -

e iE
S1FE
NEE
3 y
= d
m Ol 4 2
current color (black) new color (blue)
After you make your selection the object will change to the selected color.
® 06 My Mailing List:Entry (100%)
A R ||||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h|||||l.I
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If you want to choose a color that is not on the palette hold down the Control key while clicking on the color
swatch in the control strip (On PC systems you should Right-Click on the swatch instead of holding down
the Control key). The standard system color dialog will appear.

NN\ Colors O

: ¢ EEnE = &>

L: Eanncel ) (—BK—)

)

Choose the color you want and press OK.

You can also adjust the line pattern (see “Line Pattern” on page 523 of the Panorama Handbook) and the line
width (see “Line Width” on page 525) of the selected object(s), and you can copy the color from one object to
another (see “Copying and Pasting Colors” on page 528).

Creating Text Objects

To add a piece of text to your form start by clicking on the Text tool.
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Now move the mouse to the position where you want the text to appear (you can adjust the position later)
and click the mouse.

®eo06 My Mailing List:Entry (100%)
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click where you want the text to appear

Now use the keyboard to type in the text.

_—

| 5]o]a]|m

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

The text object you just created is called click text, because you click to create it. Panorama has another type
of text object called an auto-wrap text object. Instead of expanding automatically as you type an auto-wrap
text object is a fixed size, with the text wrapping inside the object. To create an auto-wrap text object click on
one corner of where you want the object to appear and then drag to the opposite corner.
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When you release the mouse a dotted box appears for you to type into.

® M0 My Mailing List:Entry (100%)
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When you’re done creating text you can click or click-drag on another spot to create another text object or you
can click on the Pointer tool.
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Changing the Font and Size

To change the font and size of the selected object you can use the Graphic Control Strip or you can use the
Text menu (see “Text Font, Size and Style” on page 593 of the Panorama Handbook). The illustration below
shows the auto-wrap text object being changed from 12 point to 9 point.
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Here’s the revised text object.
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Within a single text object all of the text must be the same font, size, style and color. If you want to mix differ-
ent text appearance within a single object you must use Panorama’s Word Processor SuperObiject (see “Word
Processor SuperObject” on page 673 of the Panorama Handbook).
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Editing a Text Object

To edit a text object simply select the Text tool and click or drag on the object (see “Editing Fixed Text” on
page 590 of the Panorama Handbook). With this tool you can edit the text object just like any other text - click to
select an insertion point, double click to select a word, etc.
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Creating Data Cell Objects

Panorama has two different types of objects for editing data (see “Types of Data Editing Objects” on page 632
of the Panorama Handbook). Right now you’re going to learn about data cells, which allow data fields to be
edited with a pop-up input box very similar to the data sheet (see “Entering Data Into Your New Database”
on page 7 and “The Input Box” on page 272). To create a data cell start by selecting the Data Cell tool (see
“Working with Data Cell Objects” on page 635).
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Drag the mouse across the form in the spot where you want to create the data cell.

®06 My Mailing List:Entry (100%)
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When you release the mouse the data cell is created. It is automatically assigned to the first field in the data-
base, which in this database is First.

CRENS) My Mailing List:Entry (100%)
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To change the field a data cell is assigned to make sure the Data Cell tool is selected and move the mouse
over the data cell object. When the mouse is over the object the arrow turns into a little menu icon.

E Circle !

When you see this icon you can press the mouse button to see a pop-up menu of the fields in the database.
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Select the field you want assigned to the data cell from the pop-up menu.

OIDf
Ml|.|.I.

changed from Address to Phone

-

Panorama has another type of graphic object for editing data - the Text Editor SuperObiject. To learn more
about this type of object see “Text Editor SuperObject” on page 639 of the Panorama Handbook.

Aligning Multiple Objects

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

&0 My Mailing List:Entry (100%)
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Now start on an empty spot on the form and drag the mouse diagonally across all four objects. The dotted
rectangle should surround the objects.
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When you release the mouse all four objects will be selected (see “Selecting Multiple Objects at Once” on
page 502 of the Panorama Handbook).
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To align the left and right edges of the objects choose Align Objects from the Arrange menu (see “Aligning
Objects on page 553 of the Panorama Handbook). The dialog gives you eight different alignment choices —
pick Left & Right.

Align Objects

") T/B Centers Top & Bottom

e

|.k Cancel J'& Align J

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

To set the height of all of the objects to 15 pixels choose Dimensions from the Edit menu (see “Setting Exact
Dimensions of Multiple Objects” on page 550 of the Panorama Handbook). Select the Pixels radio button and
type in 15 for the height (just 15, not +15).

Set Height/Width of Multiple Objects

Units
':} Inches

2 i 5
S

+0
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To vertically space the objects evenly choose the Spacing command from the Arrange menu (see “Adjusting
Spacing Between Multiple Objects” on page 556 of the Panorama Handbook). Click on the Vertical option and
set the spacing you want between each object (a pixel is one screen dot, or 1/72nd of an inch).

_ Direction

'-H I
# Vertical ") Horizontal

_ Space Between Objects

1 pixels

. L

( cancel ) ( oK )

The data cells are now lined up nice and neat.

/ Circle
_'h-:-rus- |

BIED]

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

SECD]

When you release the mouse all four objects will expand. This feature is called cluster resize (see “Cluster
Resize” on page 541 of the Panorama Handbook for additional examples) and is very handy for adjusting col-

umns of objects.
( Circle ’

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

SEDID|
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Using Data Cells to Edit Data

So far you’ve managed to make four boxes with field names on them — perhaps that doesn’t seem very use-
ful. To activate these cells you must switch the form from Graphic Design Mode to Data Access Mode.
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In this mode the rulers disappear and the tool palette switches from graphics tools to data navigation tools
(see “Moving From Record to Record” on page 265 and “Browsing the Database With a Form’ on page 488 of
the Panorama Handbook). Most importantly, the data cells now display information from the database itself.

®06 My Mailing List:Entry
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If you adjust the windows so that you can see both the data sheet and the form you can see that the form is
displaying the same information that the data sheet is displaying.
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If you double click on one of the data cells you can edit the data, just as you could in the data sheet (see
“Entering Data Into Your New Database” on page 7 of this tutorial as well as “The Input Box on page 272 of
the Panorama Handbook).

~Nala My Mailing List:Entry
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When you press the Enter key the new data will appear in both the form and the data sheet.
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The same process works in reverse also — any data you enter into the data sheet will also appear in any
forms that are open.

Building the Data Entry Form

Enough practice — it’s time to start building the actual data entry form. Start by switching the form back to
Graphic Design Mode.
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We’re going to start over in this form, so the first step is to erase all of the practice objects you have created. To
do that choose Select All Objects from the Edit menu, then Clear from the Edit menu (or press the Delete
key). Now you’ve got an empty form.
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Now click the mouse in the upper left hand corner of the form, about 1/16th of an inch from the top and left
hand sides.

® O O My Mailing ListEntry (100%)
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Now choose the Auto Cell Layout command from the Arrange menu. This command is going to create a neat
column of data cells for us (see “Automatically Creating Rows or Columns of Data Cells or Text Editor Super-
Objects on page 662 of the Panorama Handbook). This dialog controls how the data cells are generated. Start
by pressing the Select All Fields button. Then set the Spacing (Pixels) option to 1.

Automatic Cell Layout
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( Select All Field Line | [-]8 Width
' 1] Object Height (Lines)
Last
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Formatting: EWr'au at end of line
" | Non-White Background

Term when: i’. Return f Tab
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[: Cancel )l: OK )
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When you press the OK button Panorama will automatically create a column of data cells (starting at the
point where you clicked the mouse).

® O O My Mailing List:Entry (100%)
1M

@ .|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|.El.l.|.|.|.I.|.|§|.I.|.|.|.I.|. 4
- a
Ll
il S

All of the objects are selected. To begin working on the objects separately click on any blank spot to de-select
the objects.
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Using a combination of dragging and the arrow keys ([<], [=], [1], [2]) move the objects so that the First and
Last name objects are on the same line and the City, State and Zip objects are the same line. Usually the best
technique is to drag the object approximately into place and then use the arrow keys to nudge it exactly into
position. If you need to review the techniques for dragging and nudging objects see “Moving a Single Object”
on page 508 and “Nudging an Object (or Objects)” on page 509 of the Panorama Handbook. You may also find
“Viewing and Setting Exact Object Dimensions” on page 512 useful.
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When you nudge an object with the arrow keys ([<], [=], 2], [1]) blue lines will appear when the object is
aligned with other objects. When you are finished the result should look like this.
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Next drag and nudge the Phone object up under the City, State and Zip objects. When you drag the Phone
object hold down the Shift key so that Panorama will drag the object straight up with no slip to the left or
right (see “Moving a Single Object” on page 508 of the Panorama Handbook). Then use the and arrow
keys to nudge it into final position.
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Again holding down the Shift key, drag the lower right hand handle to the right, expanding the width of the
Phone object.
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1

g ast v

: C

mfisddress

‘%]’ .|.I.|.|.|.I.|.|1.|.I.|.|.|.I§:|.|?|.I.|.|.|.I.|.|§|.I.|.|.|.I.|. *
L

Then use the and arrow keys to nudge the width of the object until it matches the combined width of
the City, State and Zip objects. The blue alignment lines appear when the objects are aligned. You may also
find it useful to use the crosshair cursor to check the alignment (see “Nudging to the Crosshair Cursor” on
page 515 of the Panorama Handbook).

® O O My Mailing List:Entry (100%)
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Then use the same techniques to adjust the width of the Address cell. Alternatively you can select the
Address and Phone objects (see “Selecting Multiple Objects at Once” on page 502 of the Panorama Handbook)
and then use the Align command with the Left & Right option to adjust the width. Either way the form
should now look like this.
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Drag the mouse around the bottom group of objects to select them (see “Selecting Multiple Objects at Once”
on page 502 of the Panorama Handbook).

® O O My Mailing List:Entry (100%)
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While holding down the Shift key drag these objects up underneath the First and Last objects. After you’ve
dragged them close use the 1] and arrow keys to nudge the objects into final position.

® O O My Mailing List:Entry (100%)

Finally drag and nudge the width of the Last name object to match the other objects.
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As one last enhancement you’ll set the background color of the form. To do this use the Form Preferences
command in the Setup menu. The background color is set with a pop-up menu at the bottom of this dialog
(see “Form Background Colors” on page 582).
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Your new form is now complete. Use the Switch To Data Access Mode tool to prepare for displaying and
entering data, and adjust the window size and position so that both the data sheet and form are visible at the
same time.
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The form window has a tool palette and scroll bars that aren’t really necessary. To get rid of them select the
Window Tweak command from the Form Tools submenu of the Wizard menu (see “Turning Window Com-
ponents On and Off (Window Tweak Wizard)” on page 150 of the Panorama Handbook). The tool palette and
scroll bars are now removed.
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Fenée Lind=ay 248 5. E. Utica Trail Flagztaff AL SE00Z2  (B0Z21991-51Z7

,_,I;L_, Herbert Matthews 14244 N Yalencia Bt Higley A 85236 (BOZ)6E5-3865

I_r Fichard Comminges 838 E. Hill Ct Feoria A 85381 (021 698-02Z2Z2

— Betty Curry 120 5. Hall Street FPhoenix A2 85015 (802) 741-0954
Fhillip Wwang ZT¥ES 5.E. 16Th Street Riviera T 26442 (021 699-9355
Sharan Elair 28071 S Cordova Bl Acton Ca 93510 (BOS1901-9201
Harry Kowralski ZE152 N waverly Blvd Arcata Ca 95518 | 6 &AM My Maili...
Harry Gonzalez 937 E. Frederick Ln Arcata Ca  3231% s —
Evelyn Law ler 579 S.W Sequoia Cir  Berkeley Ca 24701 1T REMS each |
Cheryl Scholl 440 N.%. Baker FI Beverly Hills  CA 90211 FI&63TEEE
Leonard Fhelps 746 East Tremont Trai California City CA QES05
Fathleen Eill= T9Z0 E. Brown 5t Coluza Ca Q5952
John Chick 2135 E. Atlantic Cir Corona DelMar CA4 92625 T
Debarah Walf 2503 E. Glenbrook Awve Eureka CA 95503 | 448-96"
Linda Bischoff 955 N. Harbor Cir. Fresno Ch 9ZT4T (2091 452-1355
Carlens Simp=on 7054 South Greene & Industey Ch 1746 [212) 247-5475
Meliz=a “Wheelar 47E7T W Burn=side D La Mesa Ch 21942 (619) 464-2001
Rayrmond  Hendrickson 30953 SM Poplar BElvd Los Angeles Ch Q0035 (2130 724-2175
| '] o d A 4 S Tado i Ml o RA.SS. L FIo 1A - A SASTE FAdEY 77T oS
202 vizible £ 202 total =-Tl-l A |-k B S B I
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If you ever need to get the scroll bars and tool palette back again (for example to modify the form) simply
select the Window Tweak command again. Another option is to close the form window and then re-open it
with the VView menu, which will also restore the tools and scroll bars.

Now that the form is complete be sure to Save your work. (In fact it really would have been a good idea to
save two or three times while you were working on the form. Since Panorama saves so quickly there’s no rea-
son not to save early and often.) Panorama saves the window positions along with the data and graphics
(assuming you checked the Save Window Positions option when you originally saved the file, see “Saving
Window Positions” on page 64 of the Panorama Handbook), so if you close the file and then re-open it the form
window and data sheet windows will reappear in the same places, ready to go.

The new form you have created only scratches the surface of the capabilities available for building forms. To
see a more sophisticated example use the Example Launcher wizard (Wizards>Demos>Example Launcher)
to open the 106th Congress database. This form uses what is called view-as-list mode, which allows a form to
display more than one record at a time (kind of a cross between the data sheet and a regular form. See “View-
As-List Forms” on page 899 of the Panorama Handbook to learn how to create this type of form.

806 106th Congress:List

| Search |I3-:-ntact Infa |EFi-:- |Data Sheet |bE Mamme | I:-E State | ' |
r
M=, Loretta Sanchez =

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

My . Christopher Cox

r

\‘1' F LR (202) 225-2045  (202) 225-9073

)1
- L
_533 visible /538 total « ) FI:
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To see an example of a more traditional form press the Contact Info or Bio button. (See “Push Buttons” on
page 823 of the Panorama Handbook to learn how to create a button.) Pressing either button opens a form in a
new window.

- 3 A California 46th District

(202) 225-2965  (202) 225-5859

Mr’ .I:hr'ist.n:npher' I:-:n::{. . m

e California 47th District

AL (202)) 8aean 106th Congress:Biography
m M=z, Loretta Sanchez

[
e California 46th District

Califa
(202
M‘r_'_ = Leadership

First Elected REES 2nd
Cornmittess B E:E-r'xrices :

Eduzation and t_he ‘wWorkforce

Califiof o

(202

M. B

Califa

(203
Member Ll IH

Republican Califa TG EVRE e ARG 01 /07 1960 44 wr=s Lynwood, CA
* Phone/Fax I:IEIII ; EEWIGE BS Chaprman University , 1982 ; MEBA Amerizan
Member LElgEE Militarsy

=l Stephen Brixey EEN N Cathalic

Republican EEE1E
Phone #Fax [: 202
5328 visible /52 total S A TR AT o pr ok elected office

Investrent Banketr Hormetown BEERE]

All of these forms use Flash Art to display a photograph (see “Flash Art™” on page 750 of the Panorama
Handbook). You can also show and play a QuickTime movie in a form (see “Displaying Movies in a Form” on
page 819 of the Panorama Handbook).

Writing a Letter to Someone in the Mailing List

Panorama includes a pre-built database for handling general word processing chores — the Mini Correspon-
dence wizard (see “Using the Mini Correspondence Wizard” on page 727 of the Panorama Handbook). This
database may be used for general correspondence (letters, memos, etc.) and to create mail merge letters that
are customized and sent to a group of recipients. To write a letter to a person in your mailing list database,
first locate and click on that person.

My Mailing List

Last Address City State Zip Phone -
Cornminges. 238 E. Hill Ct Feoria ot 25381 (B02) 692-0222 T
Cury 120 5. Hall Street Pheenix 42 85015 (602) 741-0954
Wang ZTES 5.E. 16Th Street Riviera ot SE442  (E02] 699-9355 m
Elair 28071 5. Cordova Bl Acton Ca 93510 (205)201-2201
Kowalzki ZZ153 N Waverly Blvd Arcata CAa 95512 (7071 212-2647
Gonzalez QE7 E. Frederick Ln Arcata CAa 95519 (7071897-5532

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

?0D0

Calculations
Developer Tools
Documentation
Form Tools
Guided Tour
Internet E

Mini Calendar
Preferences Mini Contacts
Utilities

ALY Y Y ¥YVYY

vy

Mini Correspondence-,

. Mini Statistics
Stopwatch
Task Timer

Favorite Databases
New Database Wizard ’

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

Live Clairvoyance
Database Information

Do you want to create a new letter to "Sharon

j Blair™?

@D (e

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

&6 0 Mini Correspondence:Letter
=] t1z. Sharon Blair 09/25/04 Saturday

BNk David Architects Services ﬁ@"’

S James Rea
o o s esiat.

!ED |-'-1-I:I |E-I:I |EI:I |1EIEI|12EI|14I:I|1E-EI|1BDl2EIEI|22EI|24DlEEDlEEﬂDlEDD|32D|34D|36EI|3E!I:I|-=1-EIEI|42EI|44EI|4ED|4E!I

-_ .:. :ﬁ‘_
- EEEE..ET'I-F_E PIBl7IUllATA

etterOpeningDate Prefix First Middle Last Suffix Organization Address City State Zip Country GH
eting pRecord letterbedyp.-

ilnzert Body of Letter Here?

i fletterbadysLetterClozing(Closing ,Signature
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At this point all you need to do is type in the body of the letter. Just start typing.

!ED |4EI |E-I:I |EI:I |1EIEI|12EI|14I:I|1E-EI|1EDl2EIEI|22EI|E4DlEEDlEBDlEDD|32D|34D|36EI|3E!I:I|4EIEI|42EI|44EI|46D|4EII

il S
E=[=[=]F~ [~ [+][=[E][PIB[ 7 [UJ[AT+

etterOpeninglDate Prefix First Middle Lazt Suffis Organization Address City State Fip Country G
eting pRecord plettarbedy -

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

ifletterbadyaLetterClozing(Closing Signature

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

Mini Correspondence:Letter

09/25/04 Saturday

e M=, Sharen Blair

Ciavid Architects Serwvices ]:meér
— . PEOT1 5. Cordova Blhed o Sincerely
S dames Rea
Actan Ch4 93510 President
!ED |4EI |ED |EIII |1 IIIIII|1 2EI|1 4III|1 E-III|1 EIII|2IIIIII|22III|24III|2EIII|EE!III|3IIIIII|32III|34D|3E~D|3E!D|4DD|4ED|44D|46D|4E!I
£ T
=(=[=[=||F]r [+ |[==l[PIB] 7 |U][AT+
Septernber 25th, 2004
M=. Sharon Blair
Dawvid Architects Services
28071 5% Cordova Blwd
dcton, C& 93510
Dear M=, Blair,
We're holding a zpaecial zale at the end of thiz month that I'm zure wou won 't want to mizs out on.
Bring the enclosed coupon for an extra 10% zavings. Everything in the store will be discounted at
least 20% on the 29th, Z0th, and Z1zt. Don’t miss it!
Sincerely,
Jarnes Fes
President
|
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If you want to print this letter use the Print This Letter... command in the Letter menu.

File Edit Template Setup Wizards
New Blank Letter... (5ans Serif 9 prt)

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

Page Setup...

Print This Letter...

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

To learn more about editing a word processing document (including setting margins, tabs, fonts, styles and
colors) see “Using the Word Processor” on page 677 of the Panorama Handbook.

Printing a Mail Merge Letter

You can take the same letter you just created and send it to multiple recipients — for example we could send
it to everyone in the 619 area code. Start by going back to the My Mailing List database and selecting the
members of congress from California (see “The Find/Select Dialog” on page 336 of the Panorama Handbook)
and searching for (619).

av¢" s Find/Select Records in My Mailing List.
a1 ol , " l L e W

@ o & g I' Cancel Find (‘ Sﬂma

ALL of the following are true: s W Live Preview

Any field contains s e +

First | Last Address | City | Szat | Zip | Phona !

Sandra Cain 3975 5W 152 Parkway  Momthwestem CA 92154 (B19) 297-3327

Alani larrisan 03 Maortan Ter Kenora Engineering TA 2723 ([(E19) FHI-19ES

Alan Lissnar B997 M Adams Rd Diego CA 91977 (B810) 73&-TE22

Walissa Whealer 47677 W Bumsade Dy Washinghon LA 91842 (B19) 464-9001

As you can see there are 4 people in this area code in the mailing list. Press the Select button to select them in
the data sheet.

SO0 My Mailing List
|

1| First Last Address City State Zip Fhione .

E R

Alrelizza RalTis 47677 W Burnside Dr  La Mesa Ca 91942  (619) 464-9001
A lan Harrizon QZ Morton Ter San [iego Ca& 92123 (191 723-1965
— Sandra Cain 275 5.0 15t Parkway San Diego Ca 92154 (6191 297-52Z27
Alan Lizzner 2997 N Adamz Rd Spring Malley Ca& 21977 (619 7IE-TEZZ mi
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Now go back to the Mini Correspondence database and pull down the Letter menu. The last item in this
menu will print a customized letter to each selected person in the My Mailing List database.

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

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

Page Setup...
Print This Letter...

Print 4 Mail Merge Letters (My Mailing List)

The wizard will print 4 customized letters.

October 25th, 2000
&lan Lissner

2997 N adarms Fd
Spring Yalky ChH 1377

Qetober 253th, 2000
Sandra Can
3975 S 15t Parkway
Soan Dimaas T8 92154
October 25th, 2000
#lan Harrison
9 Morton Ter
San Diego ,CA 92123

October 25th, 2000

Meliesa Wheeler

4TeT7 W Burn=side Dr

LaMe=sa,Ch 31942

Cear Melissa,

“We'te hod ng a special sale at the end of this maonth that I'm sure wou won™ want to miss out on. Bring
the enchsed coupon foran extra 10% zavings. Everything in the store will be discounted at kast 20%

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

Sincere by,

Bmes Eea
President

See “Printing a Mail Merge Letter” on page 732 of the Panorama Handbook to learn more about printing mass
mailings with Panorama.
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Tidying Up

Your mailing list database is complete, so now is the time to save your work permanently. Choose Quit from
the 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.

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.

3227 BYRD LAME, GRANTS, NM BFO20
4950 BARRINGTON DOURT, PINE BLUFF, AR T1602 n
239- 395. BIED 284 SUNBLRST DRIVE, SANIBEL, FL 33957
MORRIS, GEORGE 651-314-8104 2490 BRYAN AVENUE, MINNEAPOLE, MN 55402
TITSWORTH, EDUARDO 518-325-0833 532 FORKOR AVEMLUE, TULEA, OF 74120
STREET, CHARLES B04-4571-5207 JT0E MELODDY LANE, RICHMOND, WA 23227
DIDMIND, KATIE 207-901 2501 108 LAKEWODD DRIVE, LYMDHURET, MJ 0707 1
WILSOM, DORA TOT-261-4556 2773 CATHERIME DRIVE, WEST FARGD, ND 58078
DELCAMBRE, RICHARD Be0-430-0414 T32 MORGAN STREET, PENSACOLA, FL 32501
LEON, GARY 208-302-0500 62 MAPLE AVENUE, COEUR D ALEME, ID 83814
FULLERTON, THEODORE oe2-450-1300 3937 MOWHORTER ROAD, GREENWDOD, MS 38303
WALTHER, MADALENRE 404-914-7329 413 MUSGRAVE STHEET, ATLANTA, GA 30339
BRAMDOMN, VIDLA S40-066-1131 2370 BROOKLYM STREET, TROUTWILLE, WA 24175 "'q.-
RODRIGUEZ, MELINDA 2£56-963-7177 4528 MEW CHEEK ROAD, HUNTSVILLE, AL 35808 i
¥
14 wisible /14 total

{ Etmunﬂﬂ-'eld .JJ Name

Panorama Tutorial

VILLALPANDO, LENORE
SALINAS, DEBORAH

| VILLALPANDO, LENORE
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,

@ﬁ » ﬁ . | Iwwm Data in }

| Start with Field ,hmame i3 +)

£ | prefi suffix =il

—— = T — = e

t ( Agd Prefn/Suffx

PANDY, LENORE VILLALPANDO, LENOAE .-

SALIMAG, DEBPR SALINAS, DEBORAH =
X o - ity Lo =l t

click for pop-up menu, change to Modify Capitalization



Page 97

Now | change All Caps to Word Caps. The instant preview shows that the names now look the way | want

them to.

@ 4 I-:?, & :Wif:'Emﬂt?: o

14 selectad of 14 total records

| Start with Fieid +) ( Name &3 (+)
e

VILLAL PANDD, LENORE villaipanda, Lenare .
GALIMAS, DESORAH Salnas, Debarah v
SOWDERS, HEATHER Sowders, Heather
MORRIS, GEORCE Moeris, Gearge
TITSWORTH, ECILUARDD Titzworth, Eduarda
STREET, CHARLES Street, Charles
DOMING, KATIE Doming, Katie
WILSON, DORA Witsan, Dare
DELCAMBRE, RICHARD Delcarmtire, Richard
LEON, GARY Leon. Gary
FULLEATON, THEODORE Fulerton, Thecdore |
WALTHER., MADALENE Walther, Madaiensg P
BRANTION, VIOLA Brandon, Viola s

F
o

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

' 14 visible/ 14 total |

Phona

505-267-6603
B70-408-4033
239-395-6969
651-314-8104
518-325-0833
B04-4571-5207
207-901 2501
TOT-261-4556
Be0-430-0414
208-302-0500
oe2-450-1300
404-091 4- 7920
S40-066-1131
2£56-963-7177

.'l-lrf

e e

4950 Barmngton Court, Ping Bhuff, Ar 71802
2B4 Sunbwrst Ditve, Sanibel, FI 33857

249 Gryan Avenus, Minneapods, Mn 55402
532 Hornor Avenue, Tulse, Ok 7£120

3708 Melody Lane, Rchmond. VWa 23227
108 Lakgwood Drive, Lyndhurst, MNj 07071
&7 73 Cathenne Dree, West Fargo, hNd 58078
132 Morgan Streer, Pensacola, Fi 32301

62 Maple Avanua_ Coeur D Alene, Id B3814
3337 Mowhorter Road, Greenwood, Ms 3B303
413 Musgrave Strowt, Atlanta, Ga 30330
2370 Brookhyn Street, Troutville, Va 24175
4548 Naw Creak Read, Huntsville, Al 35808
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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

0O Split Name Field
N —
Spit vext | after firgt : CLemrrg 2| Strip surrounding E Blanks | | Punctustion | [Keep Original Fisld Cancal 5p|i-t
@' LEFT  Last a First
U.IJ.;ql'ﬂ-'!l Lenaa -
Salinas Deborah ¥
Sowsders 2) Type in new field names Heather ':'
AT arpe
Eduardo

Tr-‘h'ﬁ"‘:wtl-lV\/'

3) Check preview

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

@& 00 Untitled
Last First Phoee Address &
vilalpande  [EISCE 505-227-6693 3227 Byrd Lane, Grants, Nm 87020 4
Salinas Deborah g7 0-498-2033 4350 Barrington Court, Pine Bluff, Ar 71602 m
Sowders Heather 239-395-6969
Morris George 651-314-9104
Titsworth Eduardo B18-325-0833
Street Charles B04-457-5207
Doming Katie 201-807-2591
Wilson Dora 701-287-4556

Rk

Delcambre Richard a50-430-041 &

284 Sunburst Drive, Sanibel, F1 33957

2490 Bryan Avenue, Minneapolis, Mn 55402
932 Hornor Avenue, Tulsa, Ok 74120

3708 Melody Lane, Richmond, Wa 23227

108 Lakewood Drive, Lymdhurst, Nj 07071
2773 Catherine Drive, West Fango, Md 58078
132 Morgan Street, Pensacola, Fl 32501

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

©00 Untitled
£’ii — = —First Phone Address &

2R Viapende | OETIEEN 5052876693 3227 Byrd Lane, Grants, Nm 87020 4

| § linas Deborah B70-408-£033 4850 Barrington Court, Pine Bluff, Ar 71602 m
= woers Heather 239-385-5969 284 Sunburst Drive, Sanibel, FI 33957

and drag it into position,

00 Untitled
£’ii First Last Phome Address -
B2 Lenore Vilalpando  505-287-6693 3227 Byrd Lane, Grants, Nm 87020 4
| § Deboran Szlinas 37 0-488-42033 4350 Barrimgion Court, Fine Bluff, Ar 71s02 m
Heather Sowders 239-395-59649 284 Sunburst Drive, Sanibed, FI 33857
ﬁ. George Morris B51-314-9104 2490 Bryan Avenue, Minneapaolis, Mn 55402
|-i_ Eduardo Titswarth 918-328-0B33 832 Hornor Avenue, Tulsa, Ok 74120
) Charles Street 204-451-5207 3708 Melody Lane, Richmond, VYa 23227
.&L Eatie Diomimo 201-301-2591 1086 Lakewood Orive, Lyndhurst, Mj 07071
| ﬁ Diora Wilson FO1-281-4556 2773 Catherine Drive, West Fango, Nd 58078
5 Richard Delcambre A50-430-0414 132 Morgan Streat, Pensacola, Fl 32501
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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
) Specify P 4) Split the field

MO Split Address Field i

- —, e HES |'.. % a
Split text | before last ) space &) Strip surrounding B Blanks | Punctuation | Keep Original Field _ Cancel f Split ‘}

E LEf .E-*ddrﬂ*-?-:

3227 Byrd Lano, Grants,

grozo

4350 Barringron Court, Pine SHull, fiplE
284 Sunburst Drve, Sanibel, 71 2) Type in new field names 33057
2490 Bryan Avenua, Mnneapalis, Ma 55402
32 Hnrrwm.\mﬂh/' 4120

3) Check preview

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

Untitled 5 —
Lt e Acdcdiess Zip A |
Vilalpands S05-287-6693 3227 Byrd Lane, Grants, Nm B7020 3 |
Safinas BFO-498-4033 4550 Barrington Cowrt, Pine Biuff, Ar Tol2 m
Sowders 239-395-6969 284 Sunhwrst Drive, Sanibal, Fl 33957 |
Worris E51-374-91 04 2490 Brysn Avenue, Minnaapalis, Mn 55402
Titsworth 418-329-0833 532 Hormor Avenue, Tulsz, Ok 4120

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.)

OR0u0 Split Address Field _J
. — S— i L P
Spiit text | before iast :)_comma &) Strip surrounding ¥ Blanks | Punctuation (| Keep Original Field ~ Cancel f Split ‘}
E LEFT  address E RIGHT state
3227 Byrd Lano, Grants b
4950 Barringron Court, Pine Blull Ar
284 Sunbwrst Diree, Sanibe| Fl
2490 Bryan Avenua, Minnecapals M
932 Homear Avanue, Tulss O

Finally I split off the city, also at the last comma.

000N Split Address Field :
- - T ' % "
Split text | before last $) comma i) Strip surrounding M Blanks | Punctuation [ Keep Original Field _ Cancel E Split '}
E LEr Address E m'n' City
3227 Byrd Lan Gramts
Q50 Barningion Court Pirsp Bt
284 Sunbwrst Diree Sanibel
2690 Bryan Avenus Minmeapolis

D32 Hormor Alanie Tulsa
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Here’s the finished result, with all the fields split. (To learn more about splitting fields, see “Splitting a Field”
on page 201 of the Panorama Handbook. You can also merge fields, see “Merging Adjacent Fields” on page 207
of the Panorama Handbook.)

@00 Untitled
£’ii First Last Phone Address City Ceate | Zip i
S®| Lenore vilapendo  505-287-6693 3227 Byrd Lane Grants Nm 87020 4
| Debaorah Szlinas 87 0-488-2033 4350 Barrimgton Court Pine Bluff Ar Tiad2 m
Heather Sowders 239-395-5969 284 Sunburst Drive Sanibel Fl 33857
' George Morris B51-314-9104 2490 Bryan Avenue Minneapaolis Mn 55402
| -ﬁ_ Eduardo Titswarth 918-328-0833 832 Hornoe Avenue Tulsa Ok Fat12d
1 Charles Street 804-451-5207 3708 Melody Lane Richrmond Va 23227
n&_ Katie Domimo e0t-3071-£531 1046 Lakewood Drive Lyndhurst Hj 07071
| Dora Wilsom 7O1-281-4550 2773 Catherine Drive Weast Fango Nd SBO78
ﬂ“‘ Richard Delcambre A50-430-041 4 132 Morgan Strest Pensacala Fi 32501

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:

M L) Manipulate Data in State
|_~ __J' - .-—.. )
@ %‘:&, ﬁﬁ' r‘ . | Modify Empty Cells Only W Live Preview Cancel 3 f Apply 3
Start with Field - State - +
Modity Capitaization v) (AL CAPS J =&
BEFORE AFTER
WM Bp
Ar AR b
Fi FL m
Wri LE LS
| press Apply and the data is ready to transfer.
&S00 Untitled
£’ii First Last Phone Address City Ceate | Zip i
B8 Lenore Villapendo  505-287-6693 3227 Byrd Lane Grants EZI =70:0 4
| Deborah Szlinas g7 0-498-2033 4350 Barrimgton Court Pine Bluff AR Fradz m
Heather Sowders 239-355-5969 284 Sunburst Drive Sanibel FL 33557
' George Morris 651-314-9104 2490 Bryan Avenua Minneapaolis bM Sh402
|-ﬁ_ Eduardo Titsworth 518-325-08B33 532 Hornor Avenue Tulsa Ok 74120
i Charles Street B04-457-5207 3708 Melody Lane Richmaond WA 23227
ﬁm Katie Domino 201-801-2531 106 Lakewood Drive Lyndhurst NJ 0707 1
| Q Dora Wilson 701-287-4556 2773 Catherine Drive West Fargo WD SBOVH
Richard Delcambra B50-430-041 4 132 Morgan Strest Pensacaola FL 32501
Gary Leom 208-202-0500 62 Maple Avenue Coeur D Alena I B3Rt 4
Theodore Fullerton BoZ-458-1399 3937 Mowhorter Road Greemwood M3 38903
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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.

W.

=

Save As: | New Members

|« » | 22| =|m/ | [CSample Text Files

F'H Q search

(*) Panorama () Text Only () Set

[l Automatic save after 20 | minutes
| | Keep backup copy (.b) of database
M Save window positions || No windows

[ MNew Folder ffl

¥ DEVICES “a Name e Date Modified ||
B Jim Rea'... 2k sample People. txr October 21, 2000 5:13 AM
4 iDisk m 200 Sample People.txt October 21, 2000 5:11 AM
'_l:é. Alsska Mew Members.numbers Today, 12:46 AM
Flmys. & New Members.xls Today, 12:42 AM
Awo.. &
¥ PLACES
W Favorites. 4
A Deskrop |7

(cam;jt’-m-}_

5

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

Hing

First Last | Address City State| Zip

=% Raymond  Hendrickson 30953 S.W Poplar Bivd. Los Angeles (R IR (2 13) F24-2175
Chery! Scholl 440 MW, Beker Pi Baverly Hills CA 850211 (310) B28-8677
Lewrence  Rodrguez 675 E Shaste Trail San Pedro CA 90733 (213) B34-2554
Dareng Simpson 37054 howth Greene Ap Industry CA 91746 (B18) 247-53475
Edward Hassom 429 W Harvey Cir 5zn Gabriel CA 91776 (B1B)y990-1793
Melizsa Wheeler 47677 W Burnside Dr Lz Mesa CA 591342 (619)464-3001
Alan Lissner 9997 M Adams Rd Spring Valiey CA 91877 (B19)73b-Fo22
Alan Harrison 893 Morton Ter 5an Diego CA 82123 (B19) FB3-1965
Sandra iCain 33975 5W 15t Parkway 5San Diego CA 52154 (B19)287-5327
Brizn Potter 15236 M. Porter Apt Rialto CA  B2377  (909) 248-8477
Raymond Fowler 25027 North Cooper Pai Wildomar CA 892595 [(809) 7e9-5153 ~

ol e tEr B
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With the My Mailing List database active, | choose Open File from the File menu, then choose the option to
append the data as shown below.

1) Select file to SORCLES _Open
append to current (<« » | [22]=|m [[dsample TextFiles W) (Qscarct
database - : ' S

. Date Modified

B jim Rea'... Todwy, 2:26 AM
B3 ioisk m MNow MembDers.numbers Today, 12:46 AM
o Mow Membaers xls Today, 12:42 AM
4 Alaska
ﬁ MyB. & 2k Sample People.tx Saturday, October 21, 2000 5:13 AM
"T.- ' : 200 Sample People.txt Saturday, October 21, 2000 5:11 AM
BAwp.. &
2) Tell Panorama to ¥ PLACES
append instead of w Favorites |
opening the file in a | EdDeskwep v |

separate window
\ Enable: ' Panorama Databases I-é-]

Ei Append To Current Database
[ 1 Replace Current Database

3) Match fields by ——— ¥ Match Fields By Name { New Database |

name (if unchecked

fields will be matched ( Cancel | € Ope

by their order)

4) Press Open to append data

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

First Last Addrass City State| Zip Phone =,

= [EEEE Vilalpande 3227 Syrd Lane Grants MM B7020 505-287-6693 x
Deborah Balinas 4350 Barrington Court  Pine Bluff AR 71602 B70-483-4033 |
; Heather Sowders 284 Sunburst Drive Sanibel FL 33857 235-3595-5969
S| George Morris 2490 Bryan Avenua Minneapaolis MW 55402 B51-314-8104
Eduardo Titsworth 032 Hornor Avenue Tulsa oK Fai120 918-329-0B33
Charles Street 3708 Melody Lane Richmond V& 23227 BO4-457-5207
Katie Dloming 106 Lakewood Drive Lyndhurst Ml 07071 . 201-B07-2591
Dora Wilson 2773 Catherine Orive West Fargo MO SROFE YO1-281-4556
Richard Delcambre 132 Morgan Straet Pensacola FL 32501 BR0-430-0474
Gary Leon B2 Maple Avenue Coeur D Alena I B3Bt4 20B-202-0500
Theodore  Fullerton 38937 Mowhorter Road — Greenwood M5 38803 6GE62-453-1399
Mzdzlene  Walther 413 Musgrave Street Atlanta GA 30339 404-874-7229
Viola Brandon 2370 Brockiyn Street Troutville Vi 24175 540-86E-1131
Melinda Rodriguez 4548 Mew Creek Road  Huntswille AL 35B0OE 256-963-TF177 m
|

214 visible/2 14 total

Note: If you are willing to write some formulas, it would be possible to use the Text Import Wizard to
directly import data like this without having to create an intermediate database. To learn how, see “Re-
Arranging Imported Data” on page 93 of the Panorama Handbook.
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Extra Credit — Transferring Data with VCards (Mac only)

In this section we’ll export a VCard to Apple’s Address Book application. A properly configured Panorama
database can exchange data with any VCard compatible application. In this case, the New Database wizard
has done the configuration for us (see “““Generic” Fields” on page 230 of the Panorama Handbook to learn how
to do this configuration yourself). The first step is to click on the record we want to transfer, in this case Chris-
tina Gutierrez.

®& O e My Mailing List
First Last Address City State Zip Phore -
v
Beverly Reill 454 5 E. Jones Cir, Reddick FL Z2606 (2521 885-4845 &
- | Christina m 45151 5. Marion dve  Saint dugustine FL 32084  (904) 954-5155
N Charles Lowe 935 West Laura Trail  Winter Park  FL FZT9Z (4071 S44-8747

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

M O ) VCard Wizard:My Mailing List
\! Christina Gutierrez

@ 45151 S. Marion Ave
Saint Augustine, FL 32084

(% Voice (904) 954-8188

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

® © ™ VCard Wizard:My Mailing List
! Christina Gutierrez

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

' (® Voice (904) 954-8188 T B LQ

=S . Apple Computer Inc.

L
€

maln 1-800-MY-APPLE

| |D.r'agl s dnfo fo any vOard compliand database oF goplicstion,

o

& "ID-'”h” Kuttel ®  home page hitp/www.apple.com
||| Mr. Francis Phelps
_.'I_jim Rea work 1 Infinite Loop
|- | Steven E Saltman Cupertino CA 85014

[ | Jeff Sessions United States

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

Adding 1 new card

( Cancel 31 m

Press OK to add her to the Address Book.

|| Address Book

| 6 Apple Computer |4 Christina Gutierrez

ﬁ Directories || Eric Balden v
3 Last Import |- | Beverly Bright

' |~ | Ron Furnare

other (904) 954-8188

« | | Nancy Hess {
- [ ]John Kuttel Saint Augustine FL 32084

work 45151 5. Marion Ave

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

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

Al
ﬂ

@ 45151 S. Marion Ave |
Saint Ausistise SLa2oea =

— =5

| Address Book

o
5

r
ol

[ iﬁrhpph-: Com puter [a
B ﬁ Directories +' |- | Eric Bolden v
N IE Last Import % [ | Beverly Bright
|- | Ron Furnare

|1 | Anthony Goldma
[« | Christina Gutierr
' |_| Mancy Hess

John Kuttel

v

Diraq Bhiz inf

home (714) B46-1378

work 16893 Algonquin St
Huntington Beach CA 92643-3810

John Kuttel is automatically added to the database.

Kuttel 16593 Algonquin St

Huntington Bea CA  92649- (714) 846-1378

The VCard wizard can also import and export groups of VCards at once. For more informations see “Using
Generic Fields with the VCard Wizard” on page 237 of the Panorama Handbook.
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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 249 of the Pan-
orama Handbook).

1) Press + to add another field

:

[} (=1 | Mo w | Text 3 Off 3 4

+) (=) |Debit ot | Numeric 3

0 &
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.

k) () |Date i Dae 3 Yoday £
® O o X (Rumaic ) (03 %
(#) (=) [Pay Te o (Temt 3) (off &) (A o
(! (=) | Category o, (Tex 3) (oft_3) =) 3 |
@ © e & G o) & 9 O £
@ (=) oo o (Mumerics) (2 & ¥
(&) (=) Credit i | Numeric 2 ) LE 4 %‘ |
i =) [ Balance +4 lﬁimt.-' (Z . E“E

Press Make New Database to actually create the new checkbook database.

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).

[ @& Panorama File Edit View Records Fields Setup Wizards Window
e Untitled
Data

e P o PP — Al BT | Eradaf Balares ik .

- 9

N B mple data?

fo
wbed
A
E Would you like to pre-fill this database with w

((No ) (ves)
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Press Yes to load the database with sample data that will be used in this tutorial.

®00 Untitled

Gt Date Chec: Pay To Category Mermo Debit Credit.  Balance -

A 01/01/98 | OPENING BALAN DEPOSIT 12,739.0 12,739.0 |~

| &g | 01701798 100 Sparkletis Office Supplies 14.1 12.724.8 m
=1 01/01/98 101 Blwe Cross Insurance Hezlth Insurance group XBG-B872 975, 11,7458
d 01/01/98 102 Valley Gas Liilizies Heating 42 .8 11.699.49
01501798 103 ATAT Telecom Long Distance Phome Service 23E. 11.463.6
0170198 104 Surf Metworks  Telecom DSL 500 11.413.6
D1/01/98 105 United Security  Uhilities Alarm 30.0 11.383.5
0170198 106 UPS Shipping 144, 11.2359.5

22 01/01/98 107 Edison Generzl  Lhilities January Electric 115. 111240 |4

0170128 108 City Services Lhilities Water 24.3 11,0687 ¥
515 visibles/515% votal E 4| F B £ RR S

You may want to adjust the widths of some of the columns (see “Adjusting Column Widths, Font, Size and
Background Color” on page 19).

@06 Untitled |
I Date Checl Pay To =~ Category FMernn <& pebit % Credit " EBalance ""!
v

01401 /95 OPEMING BEALANCE DEPDSIT | 12,7392.00 12,739.00 l
01/01/98 100 Sparkletts Office Supplies 14.20 12,724 .80 m

01501592 101 Elue Crozs Inzurance Health Insurance group BE 275.00 11,749.20

md dmd Aem 4 S5 LI I ) IR o [ LI S B - L e AS ST 44 S50 s,

LR

Before continuing you should use the Save command in the File menu to save your new creation. The first
time you save any file Panorama will ask you to give it a name. You’ll also want to check the Save Window
Positions option if it is not already checked. When everything is set up press the Save button. (To see what
this dialog looks like on the PC see “Saving Your Work” on page 12.)

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

Save As: My Checkbook

(< »] (s[Sm] (& Tuorials ) @search
¥ DEVICES & Marme - Date Maoditied L X
B jim Rea'.. * My Mailing List Today, 11:24 PM
£ iDisk
_lljmaaka
Elmyp. & 0
AWD.,, &= v

{*) Panorama () Text Only () Set

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

(Cancel ) (5me)

tell Panorama to save window positions
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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.)

800 My Checkbook ——
&gl Date Chec Pay To Category Memo Debit Credit Balance & |
el D1/01/938 OPENING BALAMCE DERDSIT 12,7390 12,739.00 X

0170198 100 Sparkletts Office Supplie ; 5 I 5 : 12,724.80 m
=S 01/01/92 101 Blue Cross insurance -, select Same ! 11,749.80
01/01/38 102 Valley Gas Litilities " Select Same (Exact) ) 11,699.90
G| 01/01/98 103 AT&T Telecom , b 11,463.66
== D1/01/98 104 Surf Metworks Talecam Select Different b 11.413.66
01/01/98 105 United Security Litilities : ] 11,383.66
% 01/01/98 106 LBS Shipping 5E|Ect DlFFEfEI'It I{ExaCT} | 11,238.64
D1/01/98 107 Edison General  Utilities Select Sounds Like b 11,124.09
0170198 108 City Services Litilities i 11,0659.70
01/01/98 109 Pacific Properties  Rent ) 9. 489 70
D1/01/98 110 Valley Bell Telecom Select Next I 9,352.75
017017928 111 General Casualty  Insurance Celect Previous ¥ 9.185.25
0170198 112 Hamilton Davis Insurance ¥ 9.073.25
015027598 DEROCEIT DERQEIT : £ 938582 15,058.08

D1/05/98 113 Office Max office supplie. delect First § 14,888.61 "

01505498 114 Poly Payroll Service Payroll Select Last | 13.071.29 -

01/05/98 115 Oregon Mational En Purchasas - 12,884.93 g
N at Y .I'-"'\.l'..'l?'i:l . - T - e LE = -I r- A A :'.""'

515 visible/515 total o | § SRR S |
Cell Stats... Z8

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

800 |

ot — _ ]

Date Chec: Pay To Debit Credit Balance & |

| 01/01/98 100 Sparkletts Office Supplies 14.19 12,724.80 Y |

01/05/98 113 Dffice Max Office Supplies 170,46 14,838.687 m:

01/05/98 116 Kinko's Office Supplies 50.03 12,834.90 I
i 0119498 131 Staphes Offhce Supplies 126.83 11.127.60
01719498 133 Lostco Office Supplies 207.23 10,742.58
i 1 D1/26/98 135 Kinko's Offce Supplies 45.24 15,152.14
cae | 02/02/98 150 Sparkletts Office Supplies 13.87 15.438.93
| 02/09/98 153 Fry's Electronics  Office Supplies 182.47 15,619.93
02/09/98 156 Office Max Office Supplies 1258.61 14,248.989
02/09/98 160 Costco Offce Supplies 208.60 11,314.51
D2/16/98 161 Fry's Electronics  Office Supplies 1E6.73 16,351.84
02/16/98 169 Kinko's Offhce Supplies 5222 8.733.31
D2/23/98 172 Kinko's Office Supplies 133.51 12,664.95
02/23/98 175 Staphes Offce Supplies 41.30 12,533.01
03/02/98 179 Staples Office Supplies B2.76 17,022.82

03/02/98 186 Kinko's Offhce Supplies 15557 13.560.60 |

03/02/98 189 Sparkletts Office Supplies 12.82 11,627.74 &

03/509/98 207 Fry's Electronics  Offhce Supplies 180.67 12,776.40 b

73 visible/515 total 4w (2 T g
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To see only the records in October, right click on any cell in that month and choose Select Same Month.

Chec Pay To

fate| 09/14/38 436 Staples
443 Offhce Depot
453 Sparkletis

g¢ | 09/28/38

10501 /98

10/12/98
10412/98
10/12/98
10419798
10/19/98
10/26/98
11/02/98
11/02/98
11/09/98
11/16/98
11/23/98
12/01/98
12/21/98
12/21/98

R ]

73 wis

T—

10/01/98
10501 /98
10/01/98
10501 /98
10/01/98
10501 /98
10/01/98
10501 /98
10/01/98
10501 /98
10/01/98
10501 /98
10/02/98
10/05,/98
10/05/98
1050598
10/05/98

il AT

44

Category

Office supplies
Office Supplies

Sele-ct 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

448
449
450
451
452
453
454
455
456
457
458
459

460
467
462
463

P Pay Ta

Valley Gas

City Bervices
Edison General
United Security
Surf Metworks
LS

Sparkletts
Hamilton Davis
Bluwe Cross
Pacific Properties
ATET

Vallay. Befl
General Casualty
DEFDSIT

Charmpicn Trucking

Cogl Creek Studiio
Airbome
Post Office

L

visible 515 total

Now all 44 records in October are shown.

Category
Litilities
Litilities
Litilitias
Litilities
Telecom
Shipping
Office Supplies
insurance
Insurance
Rent
Telecom
Tetecom
Insurance
DEPDEIT
Shipping
Advertising
Shipping
Shipping

Office 5up|£:liE5 .

-

Debit

157:38
v2.66
12.18

135.45

133.26
2202
89.03

169.71
B8.17

162.37
12:23

122.04
207

155.26
Be3.78
12.64
7246
74.81

e s

Credit |

18,416.23

Balance
v
e
21.647.67
12,730,789
17,173.38
20,504 .08
20.482.05
17.020.86
1,157.41
18.131.77
18,702.38
16,555.34
16,350.82
16.452.95
21.,349.62
18,298.74
17,877 .82
17,888.43 e
17.813.62 b

R R ]

R S

0

e

—

Heating

Water

October Electric
Alarm

DEL

Worker's Comp policy B1722-

Health Insurance group XBG-8

October Rent
Long Distance Phone Service
Local Phwone Service

Property Insurence policy YX4,

Invoice 92122

Irnecice 24853

- a

Debit

38.84
4300
43.74
J0.043
5000
48.94
12.18
S04
37500
1580.00
253.66
107.46
187.50%

182.83
57341

a7.a3
258.32

Amm s

Credit

4.403.12

Balance

i |
v
L

18,038.68
17.995.68
17.911.93
17.881.93
17,831.93
17.742.99
17,730.79
17.638.79
16,683.79
15,083.79
14,750.13
1+ 688.66
14,5016
18,504.29
18,721.45
18,148.04
18.060.20
17.801.87

A . L

IR
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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.

(#-v ) ( Cancel ) Find ) Select)

| ALL of the following are true: 3 W Live Preview
( Date (_Is Same Month as &) (oot 1,98 -} ()
| Category %) | Contains 2 ) office supplied (=) (4
|Dats | Chec|Pay To Category | Meme Debit| Crodt| Balance | |
1040 /28 453 Sparkletis Difice Supplas 12143 17.730.7
| 10/05/98 465 Kinko's (Hfice Supples 135.45 17.173.3
| 10/12/98 468 Fry's Electronics  Office Supplies 133.26 20,504.0
| 10/12/98 46D Ofhico Max D#fce Suppiios 22 02 20.482.0
1012498 472 Kinko's (Hfice Supples 85.03 17.620.8
| 10418498 473 Costea e Supples 169,71 21.157.4
I 10419798 476 Dffice Max Offce Supplics 6817 19,1317
l: 1026598 485 Staples (ffuce Supples 16237 18, 702.3

|
|

| Bmatches/515 total | 2
R R AN RN NN NNNNNNNNNNNNNNNNRRRNRNRNrNrR,RNMNNNRNNSSREPREC——

Press the Sel ect button (or the Enter key) to actually select the 8 checks for office supply expenses in Octo-
ber 1998.

i e
"l Date Chec | Pay To Categery Wemo Debit Credit.  Balance s
Al 10/01/98 REER RN Office Supplies 12.19 17,730.79 x|
10/05/98 465 Kinko's Office Supplies 135.45 17,173.39
10/12/98 468 Fry's Electronics  Office Supplies 133.26 20,504.08
10/12/98 469 Office Max Office Supplies 22.02 20,482.05
10/12/98 472 Kinko's Office Supplies 89.03 17.620.86
10/19/98 473 Costco Office Supplies 169.71 21,157.41
J 10/19/38 476 Office Max Office Supplies £8.17 19,131.77
y | 10/26/98 485 Staples Office Supplies 162.37 18,702.39
i
W
B wisible/515 total 4w RSy

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 (see “Undo Select” on
page 359 of the Panorama Handbook).
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Calculating the Grand Total

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

N0 My Checkbook _
: B Date Chec | Pay To Category Mermao Cebit Credit Balance N |
ki D1/01/98 OFENIMG BALANCE DEPOSIT 127390 12.739.00 1
D1A01/98 1040 Sparkdetis Office Supplies 14.19 12,724.80 m
= 1S01/98 107 Blee Cross Insurance Hezlth Insurance group XBG-8 e
@ D1/01/98 102 Valley Gas Utilities Heating Select Same Value
-+ 01/01/98 103 ATAET Telacom Long Distance Phone Sarvice 2
01/01/98 104 Surf Networks Telecom DEL 5E|E[t LEI.I'QEF'
. 01/01/98 105 United Security  Utilities Alarm Select Smaller
DiA0198 106 URE Shipping i ek
i 01/01/98 107 Edison General  Utilities January Electric ; Select Within 10%
010198 108 City Services Lhilities Water
01/01/98 109 Pecific Properties  Rent January Rent : Cnlumn Stats....
0140198 110 Valley Beil Telecom Local Phone Service
10198 111 General Casualty  Insurance Property Insurance policy X4, 187.50 9.165.25 |

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

total: 225,675.51
count : 462

werage: 488,4751
] deviation: 579, a2

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 B0 Fields Setup Wizards Window D # == §
Add New Record #HE

Delete Record
Delete Multiple

Sort

[
Search b
| ]
[ 2

Summarize & Analyze...
Summary Outline Level... 3L
Remove ALL Summaries g5 K

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

LEQ ﬂ '~'$‘“§LE;:.M;;;.‘--;-§ +
£y Date Chec ! Pay Ta Categery Mermo \ Debit Credit Balance =~
%¥| 01/30/98 17,202.31 ¥ |
02/27/98 18, 77315

b pas3ose8 21,907.98 m
| D4F2T/98 17,708.62
05./29/98 20,072.04
06/29/98 1895816
¥ | 07/31/98 15,803.42
08/s31/98 2141002
09/28/98 16,209.97
10/30./98 17.991.45
11./20/98 20,584.48
4 12/2B/98 18,053.B0
/ 225,675.51

grand total

13 visible/528 total >

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

SR A
@ . W4 f ~ tide non-analyzed fields  Cancel ) ¢ Appﬂr\"
3 Summarize by {Growp Up) H Date (by Month) ‘/M +
Summarize by (Group Up] ) : =@
> | Total - Debit » | Grand Total: Z25,675.51] st L& B

_ﬂutline Lewel - Eat-e (b Munth]_ 3| - e




Panorama Tutorial

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.

Q é’ \& |__ Hide non-analyzed fields

' {_ Summanze by (Group Up) < | | Date (by Month) %) 12 groups

i | Summanze by (Group Up) ) . ) 12 groups
i ( Total :) [ Depi %) Grand Totak 225,675.51
' m— : o
4 | Outline Level . ) =@
Data (by Month) Category
Jan 1998 4 Agvertising [+
Fob 1998 = DEPOSIT | ud
Mar 1998 Fixed Assets P
158 e
May 1998 | Legal
Jum 1988 Office Supplies
Jul 1998 | Payrcd
Aug 1548 Purchases
s 1990 e A |
Oct 1393 4| Shipping d| .
l.... i ..}\...._.-.. . !

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.

Q& 1 s =)

4b ( Summarize by (GrowpUp)  4) ( Category 3) 12 groups Y7

e-DAELTH.

35 ( Total +) ( Debit %) Grand Total 225,675.51

| ( Qutline Leved ) Date (by Month) | &

§

L3
1
—




Pressing the Apply button organizes the database into a multi-level outline.

sub summaries by category (within month)
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& 0O My Checkbook
Date Chec ! Pay\To Categeory Memo Debit Credit, Balance -
Fixed Assets 2,828.47 i
insurance
Office Supplias 321.52
Payrall 717241
Purchasas 2,380.28
Rent 1,580.00
Shippimng 1,486.07
Talecom 417749 m
= Uilities 234.59
fe==| 05/29/98 20,072.04
Advertising 2,653.65
DEPOSIT DD
Insuramca 1.254.50
Dffice Bupplies 481.45
Payrall 8.966.81
Purchases 2 567.56
Rent 1,580.00
Shippirsg 83578
Telecom 402.94 -
Lilities 21547 i
06/29/38 18,858.16 ¥
144 visinje)659 total b &) Ry

summaries by month

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

Shipping 8938.65
Teblecom 458.80
— Utilities 18412
s 11/30.,98 20.584.49
Advertising 2,528.50
DEPOSIT 0.00
Fixed Assets 1.063.89
insurance 1.254.50
Office Supplies 34912
Payrall 7.021.19
Purchases 2.501.50
Rent 1,580.00
Shipping 1,084.96
Telecom 44899
Utilities 221.15 m
12/28/98 18,053.80
225,675.51 o
L4
144 visible /559 total o

grand total

Using the same technique you can add up to seven nested summary levels. See “Summaries and Outlines”
on page 365 of the Panorama Handbook to learn more about analyzing data with summaries.
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Expanding and Collapsing the Summary Outline

Panorama Tutorial

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, click on the summary, then click on the Expand tool or 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).

click on Expand tool

or right click and choose Expand One Level of Detail

L

800
B

Date

22| 01/30/98

02,27 /98
K| 033098
|| p4/27/98

|| 05/29/38

06./29,/98

11/30/98
12/28/98

|

=
% 10/30/98

13 vis

~—

Panorama makes the next level of detail visible.

2y
| 0ssz9r98

06/259/98

07/31,/38

DR R

My Checkbook
ag | Pay Ta Category Debit Credit Balance
17,202.31
19,773.15
21,807.58
17,708.62
20,072.04
- 18,958.16
-xpand One Level of Detail 15,803.42
: - g 21,410.12
xpand ALL Underlying Detail | captlishes
. . ; 17,991.45
Collapse Underlying Detail ! 20,584.49
Collapse this to GRAND TOTAL | e
Outline Level: RAW DATA
Outline Level: Category
Outline Level: Date (by month)
Qutline Level: GRAND TOTAL
Remove All Summaries ' ML
r &l ] =
Select Same Day
Select After
17,0862
20.072.0
/ Advertising z,ssa.gg\
DEPOSIT 000
Insurance 1,254.50
Office Supplies 481.45
Payrall 8,965.81 m
Purchasas 2.567.56
Rent 1,580.00
Shipping 835.78
Telecom 402 .94
Kl..ltiiti&a : 21547 /
15,803.42
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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.

®@00 My Checkbook
vy Date Chec ! Pay To Category Memo Debit Credit Balance -
Tat| 01/30/98 17,202.31 3
i | 02/27/98 19,773.15
== 03/30/98 21,907.98
= 04/27/93 17,708.62
05/29/98 20,072.04
— Advertising 2,653.65
DEPOSIT 0.00
Insurance 1,254.50
Office Supplies 481.45
Payroll 8,966.81 m
ﬁm'm“ i Expand ALL Underlying Detail
Utilities |
06/29/38 . Collapse Underlying Detail
e I Collapse this to Date (by month)
In this example we are now down to the raw data for purchases in July 1998.
&00 My Checkbook
g% Date Chec: Pay To Category Memo Debit Credit Balance -~
S| 01/30/98 17,202.31 ¥
» | 02/27/98 19.773.15
— (03/30/98 21,907.98
| 0472798 17, 708.62
i05/29/98 20,072.04
- Advertising 2,653.65
DEPOSIT 0.00
Insurance 1,254.50
Office Supplies 481.45
Payroll 8,966.81 m
06/01/98 300 Tech Media Purchases Invoice BET4E 457.71 13,550.95
=== 06/15/98 319 Tech Media Purchases Invoice 45309 321.21 12,291.34
M| 06/22/98 320 Ciark Supply Purchases Ivoice 17933 225.95 15,693.20
e/22498 321 Coast General Purchases Imvosca 5 B006 2a1.87 15,411.33
06/22/98 324 Tech Media Purchases Invoice 97873 588.43 14,387 .66
6/22498 328 Telon Productions Purchases Invosce 27380 322.19 11,921.08
06/29/98 332 Clark Supply Purchases Ivoice BO0BE 37020 14,482.65
2,567.56
Rent 1,580.00 .
Shipping 835.78 i
Telecom 402.894 v
30 visible/659 total 4 > LR ERNSW
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To collapse a summary, click on it and then click on the Collapse tool. Or, right click and choose Collapse

Underlying Detail.

SRS W R e

Advertising
DEPOSIT
Insurance
Office Supplias
Payrall
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases

Imvoice BET 46
Imecece 45308
Imvcece 17933
Invicece SRG0G
Imvoece 97HT 3
Invoice 27380
Imecece 80088

e O |

19,773.15
21,907.98
17,708.62
20,072.04
2,653.65
0.00
1,254.50
481.45
8,966.81
457.71
321.21
225.95
281.87
588.43
322.19
370.20

Panorama Tutorial

13.550.95
12.251.34
15,693.20
15411.33
1438766
11.821.08
14.482.65

¢ | 0252798
- D_Ef’ﬂﬂ-"ﬂﬂ
el 0427798
05/29/98
click on
Collapse
tool
650198 300 Tech Media
1 06/15/98 319 Tech Med:a
OBS22/98 320 Clark Supply
O6S22/98 3271 Coast General
O6/22/98 324 Tech Media
O6S22/98 328 Telon Producticns
OBS29798 332 Clark Supply

30 visible /650 total

Purchases

Expand One Level of Detail
Expand ALL Underlying Detail '

Collapse Underlying Detail .
Collapse this to Date (by month)

Outline Level: RAW DATA
Outline Level: Category

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.

: Sep 29, 2009
Oct 1, 2009 300 Tech Media
== Oct 15,2009 319 Tech Media
Oct 22, 2008 320

Qct 22, 2008 3271 Cozst Generzl
Oct 22, 2008 324 Tech Media
Qct 22, 2008 328 Telon Productic
Oct 29, 2008 332 Clark Supply

B P T T T

30 visible/659 total ]+ »

Colla

20,072.20
Advertising 2,653.66
Depaosit 0.00
Insurance 1,254.50
Office Supplies 581.47
Payrall 8,966.83 m
Purchases Invoice GET46 457.71
Purchases Imyoice 45300 321.21

se this to Category

QOutline Level: RAW DATA

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

Remove All Summaries

Select Same
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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.

M| Aug 27, 2008 17,708.74
;&__ Sep 29, 2009 20,072.20
' Advertising 2,653.66
- Depaosit 0.00
Insurance 1,254.50
"ﬁ? Office Supplies 581.47
|£ Z Payroll &.966.83 w
HEE Purchases 3.067.57
= Rant 1,580.00
: | ST ; B
Expand One Level of Detail 35
e Expand ALL Underlying Detail 4
Nov 30, 2009 a7
Dec 31, 2009 Collapse Underlying Detail 35
:ZEE:: 22311% Collapse this to Date (by month) B
Mar 30, 2010 ' fo
Apr 28, 2010 Outline Level: RAW DATA 6

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 either click on the Expand
All tool, or right click on the summary and choose Expand ALL Underlying Detalil.

click on Expand All tool

or right click and choose Expand ALL Underlying Detail

@00 /Mg Checkbook
g4 Date Chec | Pay To | Categor Memo Debit Credit|  Balance
8.8/ 01730798 17,202.31
Tag | 02/27/98 19,773.15
—— 03/30/98 21,207.98
) 04/27/98 17,70B.62
E 05/29/98 20,07 2.04
= (06/29/98 18,958.16
5| o7/31/08 15,803.42
ﬁE 08531./98 2141002
=== D8/28/98 16.209.97
L2 103098 17,991.45
| 11/30/98 E— i haa
S s ' Expand One Level of Detail o
il ..[Expand ALL Underlying Detail 5.51
Collapse Underlying Detail
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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.

®00 My Checkbook
Date Chec ! Pay To Categeory Memo Debit Credit Balance =
Rent 1,580.00 i
11/02/98° 4595 UPE Shipping B7.77 18,235.58
11/09/98 505 FedEx Shipping Inecice 13059 132.52 16,.360.42
1V/16/98. 509 Post Office Shipping 234.25 20.989.99
1171698 5171 Champion Trucking . Shipping Irecice 28105 17222 19,03%.70
11416/98. 512 FedEx Shipping Imeoice TEBES 172.63 18,8&7.07
d 11/30498 527 FedEx Shipping Irnecice B17 38 13926 20,020.13
) Shipping 938.65
1 11/02/58 486 Surf Metworks Telecom DEL 500 0o 21.855.01
stesl 11/02/98 488 ATET Telecom Long Distance Phone Service J0a.95 2150616
11/02/98 489 Valley Beil Telecom Local Phome Service 10%.81 21,396.35
- Telecom 468.80
11/02/98 487 City Services Liilities Water 45,85 21 B1505
1170298 497 Valley Gas Lidlities Heating 21.80 21.187.04
11/02/98 494 United Security Liilities Alarm 3000 18,327.36
11/02/98. 499 Edison General Litilities Nowvember Electric g2.47 16,472.87
Litilitias 184.12 m
11/30/98 ] 20,584.49
12/28/38 18,053.80 -
£25,675.5] -
GE wisible/659 total

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

® 00 \ My Checkbook
£’ii Date Chec ! Pay Ta Cateqory Memao Dehit Credit Balance .
28| o1/30/98 17,202.31 H
' 02/27/98 : 19,773.15
r.9 03/30/98 ' Expand One Level of Detail | 21,307.98
£L 04/27/98 z - | 17,70B.62
— | 05/29/98 Expand ALL Underlying Detail 20,072.04 u
ES 06/29/98 : : 18,958.16
07/31/98 Collapse Underlying Detail 15,803.42
e Collapse this to GRAND TOTAL e
10/30/98 . T\17,391.45
| 11/30/98 Outline Level; RAW DATA 0,584.49
. 12/28/98 : 3 2,053.80
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.

®00 My Checkbook
i el e il ST g o e P
Date Chec ! Pay Ta Categeory Memo Dehit Credit Balance
D1/05/98 121 Cool Creek Studiio  Adwvertising 1.114.84 10,375.65 H
Advertising 1,114.84 m
= 0101798 OPFENIMNG BALANCE DEPDSIT 12,7390 12,735.040
| D1/02/98 DEPOSIT DEPDEIT + 5.085.82 15,055.08
01/09/98 DEPDSIT DEPDSIT 377242 13,520,008
== 01S16/98 DEPDSIT DEPDEIT 3. 110:56 13,858.50
¥ DI/23/98 DEPOSIT DEPDSIT 4.853.38 15,695.97
0130098 DEPOSIT DEPDEIT 4.664.33 1B,023.05
DEPOSIT 0.00
0140198 107 Blue Cross Insurance Heglth Insurance group ABG-8 DT5.00 11.7459.80
1501798 111 Generzl Casualty  EgatlElites Property Insurance policy Y4, 187.50 8. 165.25
1 0140198 112 Hamilton Davis Insurance Worker's Comp policy 81722- 200 9.073.25
' Insurance 1,254.50
01/0v/98° 100 Sparkletts Office Supplies 14.19 12,724.80
D1/05/98 113 Office Max Office Supplies 170,46 14,888.67
01/05/98 116 Kinko's Office Supplies 50003 12,834.80
D1/19/98 131 Staples Office Supplies 126.83 1112160
01/19/98° 133 Costco Office Supplies 207.23 10.742.58
D1/26/98 135 Kinko's Office Supplies 45.24 15,152.14 “
Dffice Supplies 613.98 ~
D1/705/98 174 Poly Payroll Service Payroll 1.817.31 13.071.28 ¥
653 visible /559 total 4 b LR BN

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.

A second way to expand or collapse the entire database is to use the Summary Outline Level dialog (in the
Records->Analyze submenu). See “Expanding and Collapsing the Overall Summary Outline” on page 380 of
the Panorama Handbook to learn how to use this dialog.
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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.

@00 My Checkbook,
ﬁ; Date Chec ! Pay To Categeory Memo Debit Credit Balance
n&% 0170598 121 Cool Creek Studiio g 1.114.84 10.375.65
| K 01 /0198 OPFENING BALANCE DEPDSIT 12,7300 12,735.00 m
D1/02/598 DEPOSIT DEPDSIT 5.985.82 15,059.08
' 010998 DEPOSIT DEPDSIT 377242 13,520.08
w D1/ 160598 DEPDSIT DEPDSIT 3.110.56 13.858.50
[ = 01/23/98 DEPOSIT DEPDSIT 4 95338 15,695.97
n&. 01730098 DEPDSIT DEPDSIT 4.664.33 18.023.05
| Q 0150198 107 Blwe Cross Insurance Heglth Insurance group ABG-8 DTS00 11.745.80
| 01501798 111 General Casuafty  Insurance Property Insurance policy YX4 187.50 8.165.25
0120198 112 Hamilton Davis Insurance Worker's Comp policy 81722 o2 00 9.073.25
01/01/98 100 Sparkletts Office Supplies 14.19 12.724.80
01/05/98. 113 Ofhce Max Office Supplies 170,46 14,888.61
D1/05/98 116 Kinko's Office Supplies 50.03 12,834.90
01419/98 131 Staples Office Supplies 126.83 11.121.640
D1/19/98° 133 Costco Office Supplies 20723 10,742.58
D1/26/98 135 Kinko's Office Supplies 45.24 15,152.74
01/05/98 1714 Poly Payroll Service Payroll 1.817.31 13,071.28
D1/12/98 123 Poly Payroll Service Payroll 1.833.749 11.686.30
D1/719/98 127 Poly Payroll Service Payroll 1.874.75 1103373 “
01/26/98 136 Poly Payroll Service Payroll 1.753.43 13.358.71 -
10598 115 Oregon Mational En Punchases Invcice 35661 186.36 12,884.93 i
515 visible/515 rotal 4 b LR ERFEN:

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.

o e A\ _ _ - F \
@ s W 4 { [ Hide non-analyzed fields " Cancel | € Apply )
Summarize by (Group Up) &) | Category ) 12 groups Lk 2
Total v | | Deba + ) Grand Total: 231,083.34 =it

Cutline Level

Category +

Debt 4///T -

4k

_SGI"L_DEIW?
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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.

Date Check PayTo Category Meme Dehit Cradit| | &
Payral #
Purchases 33.526.43
Rent 18,960.00 m
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
Utilities 259072 VY
Deposit 0.00

231,089.34

YK | (Ccancel ) (Com) |
'_{ | Hide non-analyzed fields L Cancel | f"*.ppw—}l
i

i -

3 ( Summarize by (Group Up) : ) | Date (by Month) 2 12 groups =i |
i

§ (Smmaizeby Gowle) 3 ( Casgory D iz own ool

i

f— 1 —— .- ; —~

| L ' Date (by Month) Grand Total 633,.268.02 + !
& (_utine Level - 5@ |
AL | Sﬂftnﬂ'i'lﬂ - | +IE
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Whatever level you specified will be ranked. In this example, the category summaries are ranked within each
month.

Corporate Checkbook

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
Shipping 582.29
Tetecom 423.19
LHilities 249.84
Deposit 000 ¥
18,444.39
Payroll 6,366.12
Advertising 3,874.92
Purchases 2.,135.08
Fixed Assets 1,974.81
Rent 1,580.00
Insurance 1.254.50
Dffice Supplies 8938.45
Telecom 514.61
Shipping 298.75
LHilities 236.04
Deposit goo Y
Jun 27, 2009 19, 773.28
Payroll 9,123.24
Purchases 4,047.93
Advertising 3.602.66
Office Supplies 1,743.34
Rent 1,580.00
Fixed Assets 1,363.54
Insurance 1.254.50
Shipping 1.228.70
Telecom 454.95
LHilities 208.96
Depasit 000 Y
Jul 30, 2005 24.608.22
Payroll 6.726.87
Adwvertising 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 r2r.a1
Tetecom 457 .64
Legal 282 .44 .
Utilities 23448 y 4
Dieposit .00 ¥ |
144 visible/$59 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).

Corporate Checkbook
Creck PayTo Category Mz Dhertait
Fayoll 7.319.31
Purchases 5, 10641 =
Rent 156000 |3} Expand One Level of Detail
m" . 1;??'::: Expand ALL Underlying Detail
Dffice Supplies 814.00
Shipping 582.28 i i
. i Collapse Ur}der!wng Detail
Unikeies 249,84 Collapse this to Category
Diepodit 0u0d
18,444,309 ; :
Parrol £.966.12 ﬂutllmf: Level: RAW !}ATA
Addvertsing 3,874.82 Qutline Level: Debit
L Varasy  Outline Level: Category
Rent 1.580.00 Outline Level: GRAND TOTAL
Insurance 1,254.50
i cad e | Remove All Summaries
Shipping 298.75
[ ERTE 236.04
e Select Same Value
19,773.28 Select Larger
Fayrall 9,123.24
Sl £.047.93 Select Sr!'lalller
Adrvertising 3,602.66 Select Within 10%
Office Supplies 1,743.34
s };ﬂ 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.
&S00
gt Date Check  PayTo
May 5, 2009 115 Oregon Mational Enginee
May 5, 2009 117 Boston Direct
May 5, 2009 118 Precisiocn Plastics
May 5, 2009 1159 Tech Media
May 5, 2009 120 Miller Indisstries
| May 5, 2009 122 Anderson Manufacturimg
May 12, 2009 124 Anderson Manufactuning
May 12, 2003 125 Clark Supply
May 19, 2003 126 Tech Media
; May 19, 2003 129 Clark Supphy
== May 26, 2009 134 Stamford Mig
May 30, 2003

Corporate Checkbook

Category

Payroll
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Purchases
Rant
Insurance
Advertising
Dffice Supplies
Shippimg
Telecom
Utilities
Deposit

Payroll

bema Debit
7,312.31 X

invoece 35661 186.26
Invoice 57540 185.96 m
imycéce GOE32 458 86 |

Imvoice 48536 336.67

imyoece S5 3 Ae1.90

Imycice 17730 627.98

Imycéce 7O06EE6 5571.22

Imvoice 3714584 387.15

invoece 77138 350.01

Imscice 135859 1680.71

imycéce BEZ266 1.428.59

5.106.41

1,380.00

1,254.50

1.114.85

214.00

5B2.2%9

423.19

249.84

0.00

18,444.39

B6,966.172

The ability to “zoom” in and out like this is a great tool for actually understanding your data.



Page 128

Analyzing Data with a Crosstab

Panorama Tutorial

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

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

.80 Data Sheet heckbook
pate|  Design Sheet | Memo Debit  Credit  Balance
o1/ Flash Art Scrapbook I 1,114.85 10,7566
01 /08 | Invoice 17730 E27.98 9,747 E2
01/ New Form... 77242 1352010
0141 1,825.20 11,686 20
0141 Irvoice TOOEE 551.22 11,135.09
a1/ New Procedure. .. | Irvaice 91494 38715 10,747.94
0141 Month & Category Totals | Z,11056 1285851
01418 3 | Invoice 77132 Z50.01 13,508 50
01 /14 Restore Original Data | 1,974.76 11,633.74
01 .”W Inwaice 16582 6361 11_.5?'3.12
01/1 Irvoice 13589 160.71 11,409 .41

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

Create New Crosstab

New crosstab name:

Monthly Spending

" | Insert before:

s

li Cancel )(

oK

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

Crosstab Design

Database Fields Crosstab Fields
Date »Copys

Check ———

Pay To —REMmOoves

Category

Memo

Debit Date Formatting

Credit Period: | Day P‘H

Balance
Pattern:

_Crosstab Preview

- diagram of
crosstab layout

(O Total
& Count

(: Cancel }li OK :’1
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To tell Panorama to list months across the top of the crosstab click on Date and then press the »Copy» button
(or double click on Date).

Crosstab Design
Database Fields Crosstab Fields

Date mnate
Check H\'—"m.s‘

Pay To
Category
Memo
Debit Date Formatting

Sedit Period: | Day F"ﬂ

Balance
attern: | |

[ Remowve |

_Crosstab Preview ¥

Date

() Total
S Count

{ Cancel }li OK :1

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

Crosstab Design

Database Fields Crosstab Fields
Date »Copys Date

Check
Pay To
Category
Memao
Debit Date Formatting
Credit Day

Balance
Weelk

[ Remowve |

Period:

Pattern:

_Crosstab Preview

Date

() Total
S Count

{ Cancel }li OK :1
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Next you need to specify the field that will appear down the left hand side of the crosstab table. Click on Cat-
egory and then press the »Copy» button (or double click on Category).

Crosstab Design

Database Fields Crosstab Fields
Date »Copys Date
Check Ee— tegory
Pay To
Category K
Memo
Debit
Credit
Balance

Date Formatting
Period: | Month |3

Pattern: Mn:rn Wy

_Crosstab Preview

Date

Category

() Total
@ Count

(: Cancel }li OK :’1

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

Crosstab Design

Database Fields Crosstab Fields

Date ( »Copy= | |Date

Check ———————  Category

Pay To ST Debit

Category

Memo

Debit h ate Formatting

g;f;:ie Period: | Month |"'H

Pattern: M::fﬂ Wy

_Crosstab Preview

Date

Category ebit

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

_Crosstab Preview

Date

Category Debit

)

Press the OK button. Panorama will think for a few seconds, then the crosstab table will appear in a new win-
dow slightly below and to the right of the data sheet window (see “Opening More Than One Window Per
Database” on page 169 of the Panorama Handbook). The crosstab table displays a summary of the information
in the database, showing categories down the left hand side and months across the top (see “Crosstabs” on
page 415 of the Panorama Handbook).

FLO O My Checkbook
O My Checkbook:XTABS:Monthly Spending
: Jan 98 Feb 98 Mar 98 Apr 98 May * |
Y|
1,114.85 3,874.92 2,202.67 2,631.00 E,Egﬁmi
DEPOSIT 0.00 0.00 0.00 0.00 0
Fixed Assets 1,874.81 1,363.64 2.1 2,828
Insurance 1,224.50 1,254.50 1,224.50 1,224.50 1,224
= Legal 282.44
Office Supplies 614.01 G38.45 1,043.33 fa2.B3 321
Payrall ¥,318.30 6,966.12 8,123.23 6,726.87 7,172
Purchases 4,706.41  2,135.08 3,447.83 1,961.64 2,380
Rent 1,580.00 1,580.00 1,580.00 1,580.00 1,580 |
| Shipping 540.39 208.76 1,228.69 1,106.24 1,486 4
== Telecom 423.19 514.61 454.94 451.65 417 v |

. | 13 visible /13 total III*-PE Jair
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Just as with the Data Sheet you can adjust the text size and column widths of the crosstab table (see “Adjust-
ing Column Widths, Font, Size and Background Color” on page 19).

S 0O6 My Checkbook:XTABS:Monthly Spending
=2 | wtab Jan 92 Feb 92 Mar 28 Apr 98 May 98 Jun 92 Jul 22 -
ddvertizing 1,114.85 &,874.92 2,202 67 2,631.00 2,396 43 2,653 BB 1,195.08 H
DEFOSIT 0.ao o.ao o.ao o.og o.og o.ao o.ao m
Fixed A==ets 1,974 .21 1,363.34 T2TA1 2,228.50
Insurance 1,254 .50 1,254 .50 1,254 .50 1,254.50 1,254.50 1,254 .50 1,254 .50
Legal 282 .44
Office Supplies 514.01 QZ2 .45 1,043 %3 T32.8% F21.54 451 47 &30 04
Fayrall T,219.30 &,955.12 Q12223 &, T26.87 717242 8,966 53 &, 956 52
Furchases 4,106 .41 2,135.08 3,447 93 1,961 &4 2,280.31 2,9367.58 2,264 55
Fent 1,520.00 1,520.00 1,520.00 1,5280.00 1,5280.00 1,520.00 1,520.00
Shipping 54039 29276 1,228.69 1,106.24 1,428&6.10 23582 1,136.65
Z| Telecom 42z 193 514 .61 454 94 451 65 417.80 402 95 23082
= Utilities 243 .34 23603 20895 234 43 224 &1 215482 192 .41
Z| TOTAL 17,202 48 19, 77329 21 920812 17, 70877 20,072 21 18,958 28 15,803 58 2 _
e
Y

| 13 vizible /13 total |I|1 » 6 RALAr

You can split the window into two separate panes by dragging the splitter to the right. The splitter is the
small black rectangle to the left of the horizontal scroll bar (see “Splitting a Window” on page 145 of the Pan-

orama Handbook).

13 vizible 13 total

S 0O6 My Checkbook:XTABS:Monthly Spending

| wtab Jan 98 Feb 98 Mar 98 3 fpr 98 May 98 Jun 98 Julog &
ddvertizing 1,114 .85 T,87492  2,20267 @ 2 ,631.00 2,395 43 2 653 E6 1,192.08 H
DEPOSIT 0.00 0.00 0.00 } 0.00 0.00 0.00 0.00 m
Fixed Azsets 1,974.81 1,262.94 8 T727.11 282850
Insurance 1,254 50 1,254 .50 1,254.50 & 1,254.50 1,254 .50 1,254 50 1,254 50
Legal 282 44
Office Supplies 614 .01 QI8 45 1,04233 8 75283 32154 431 .47 £90.04
Payrall 731930 6,966.12  9,12T23 § &, 72687 TAT2.42 8,965 23 6,956 52
Purchazes 4,106 .41 2,135.08  F,44793 & 1,951 .64 2,380.31 2 56758 2,264 56
Rent 1,580.00 1,520.00 1,520.00 § 1,520.00 1,520.00 1,520.00 1,520.00
Shipping 540 39 29876 1,22869 & 1,106.24 1,485.10 83582 1,136 65
Telecom 42319 51461 454.94 & 451 65 417.80 402 .95 53083
Utilities 249 24 2Z6.05 208.95 & 2T4.49 24 61 215.48 192 .41
TOTAL 17,202 48 19,773.29 21,908.19 17,708 77 20,072.21 18,958.28 15,80558 2 _

' Y

Ll

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

totals for each category

eSO My Checkbook:XTABS:Monthly Spending
=l | wtab Jan 92 Feb 9& Mar 9 Oct 92 TOTAL &
v
Advertising 111485 3874592 220267 Z 416.08 . Xl Z0,011.35 )
CEPOSIT 0.00 0.00 0.00 0.00 0.00 m
Fixed Assets 1,974.81 1 ,363.94 10,222 66
Insurance 1,254 .50 1,25450  1,254.50 1,254.50 15,054 .00
Leqal 410.02 2 G9T 63
Office Supplies 614.01 935.45  1,043.33 Toz.24 7,425 .49
Payrall 7E1930 696612  9,123.23 7,293 66 9z 219.14
Purchases 4,106 .41 2 1508  3,447.93 1,551 .39 29 66643
Rent 1,550.00 155000  1,580.00 1,550.00 18,960.00
Shipping S40.39 295.76  1,228.69 T22.99 11,183.63
Telecom 42319 S14.61 454 .94 44513 5,450 39
Utilities 249 .54 236.05 208.95 195.59 2 5%0.70
TOTAL 17,202 48 19,773.29 21,908.19 | 17,991.62 20,58 ; 25,677.4
N
v
| 13 wizible /13 total |-| 6 |4 I-H-l . = BRI

To learn more about crosstabs see “Crosstabs” on page 415 of the Panorama Handbook.
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Auditing the Crosstab Table

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

CEGEE My Checkbook
|£;E| Crate Checl Pay To Category FMerno Cebit Credit Balance
:ﬁ 01/01/92 [ OPENING BALANCE DEPOSIT 12,739.00 12,739.00 h
ﬁ 01401 /92 100 Sparkletts Office Supplies 14.20 12,724 .80 m
01./01/92 101 EBElue Cross Insurance Health Insurance group BEG- 7500 11,749.20
Eﬂ 01401 /92 102 Valley Gas Utilities Heating 49 .90 11,699.90
é 01/01/92 103 ATET Telecom Long Distance Phone Service 22624 11,462 66
01/01/92 104 Surf Metworks Telecomn 5L 20,00 11,413 66
ﬁ,—n 01401 /92 105 United Security Utilities i larm Z0.00 11,383 66
a 01401 /92 106 UFES Shipping 144 .02 11,289.65
01./01/92 107 Edizon General Utilities Jdanuary Electric 11555 11,124 10
01401 /92 108 City Services Utilities M ater Sd .39 11,069.71
01./01/92 109 Pacific Properties REent Jdanuary Bent 1.,520.00 2 .489. 71
E} }’E} ﬁgﬁ 8e0e My Checkbook:XTABS:Monthly Spending
g} ::g;::gg 2| tat Jan 98 Feb 93 Mar 98 Ot 92 Mo 98 Dec 98 TOT 4
e ddwertising 1,114.85 I,874.92 220267 I, 41608 2,607 82 252852 30,0113
fﬁﬂ"ﬂ’l‘iﬂi‘mf‘ﬂm"j .00 .00 .00 0.0o0 .00 .00 0.0
FTZED A=se 1,974.21 1,363.94 1,06290 10,2226
| Insurance 1,254.50 1,254.50 1,254.50 1,254.50 1,254.50 1,254.50 15,0540
Legal 410,02 1,0153.09 2,893 6
1 Office Supplies &14.01 23245 1,042.33 ToZ2.24 1542 4914 74254
Fayrall T,512.30 £,955.12 Q12523 T,29% 55 702120 922191
Furchazes o HoEH e =T L= = Heet3E 2,501.52 296664
Fent 1,520.00 1,580.00 1,580.00 1,580.00 1,580.00 1,980.00 12,200
* | Shipping 240,39 29275 1,222.69 T22.99 IS 68 108492 11,1836
z| Telecam 42219 21461 454 34 44513 45220 445,00 2,450.3
—| Utilities 24984 23505 208.35 195539 184 14 22117 2,590.7
TOTAL 17,202.48 1977329 21,908.19 17,991 .62 20,584 69 18,053 .95 225 677,

13 wisible 13 total

1-8
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After you click on the tool the data sheet shows the detail for the crosstab cell you clicked on, in this case the
nine checks made for purchase in November of 1998.

CRENE My Checkbook
| Date Checl Pay Ta Cateqory Merno Credit Balance
110959 m Clark Supply Furchases Invoice 34449 18,855.74 -'
1109592 202  Anderson Manufact Purchases Invoice D617 18 ,432.55
1109592 20& Telon Productions  Purchases Invoice 6559 16,0835 23
115169 202 Miller Industries  Purchases Invoice 25486 21,224 .25
11722592 215 Miller Industries  Purchases Invoice 29312 19 362 .53
1 117522598 51T Clark Supply Purchazes Invoice 24243 12,995.02
11722592 219 Stamford Mfg Furchases Invoice 11029 16,778.81
11720592 221 Anderson Manufact Purchases Invoice 352354 20 159 .40
11420592 224 Coast General Furchases Invoice 12839 19, 37548
606 My Checkbook:XTABS:Monthly Spending
x=tab Jan 92 Feb 92 Mar 92 Ot 92 Mow 92 Loz 92 TOT
| ddvertising 1,114.85 5,874 .92 2,202 67 3.4 6.08 2,507.82 2,52852 30,011
. DEFOSIT .00 .00 0.00 .00 .00 .00 0.
1 Fixed Assets 1,974 .81 1,363 .94 1, 06590 10,222
In=ur ance 1,254.50 1,254.50 1,254.50 1,254.50 1,254 .50 1,254.50 15,054,
Legal 410.02 1,015.09 2,893
Office Supplies &14.01 A58.45 1,04% 33 79224 415.42 9 14 T 425
| Payrall T,319.30 G, 96612 2T 23 7,298 66 9.,189.31 702121 92,219,
Purchaszes 4106 .41 2,135.08 Z 447 93 1.,881.39 2,501.53 29666,
— Rent 1,580.00 1,580.00 1,580.00 1.,580.00 1,580.00 1,580,00 18,960,
Shipping a40.39 298.768 1,228.69 72299 Q35 .68 108498 11,183
Telecom 42319 ald61 454 94 44513 455,80 449 00 5,450,
itilities 249 84 236,05 208,95 195.59 184 .14 22117 2,590,
TOTAL 17,202 48 192, 77329 21,908.19 17,991 .62 20,584 692 18,053.953 225,671

« » 53 e

13 vizible £ 13 total
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You can use the Select Original Data tool with any cell in the crosstab. In this illustration it has been used to
select all Fixed Assets regardless of month.

=M™ M My Checkbook
| Date Checl Pay To Categaory Perno Debit Credit Balance *
d=h| 0216595 Century Equiprient Fixed Assets 1,974.81 14,417.04 b
0z /23/98 211 Sun Computers Fixed Aszets 1, 363.34 15,765.11
04 /06 /92 229 Matrix Office Furn Fixed dzsets 72711 10,592.89
L | 05/04 /98 274 Sun Computers Fixed Aszets 1, 22827 14 137 .63
0s/18/92 287 Century Equipment Fixed dzsets 1.,055.48 13,727 62
4 05/25/98 291 Sun Computers Fixed Assets 542.75 14 62605
osi17/928 401 Micro Discount War Fixed dzsets 1.076.67 16,802 .99
0s/24/98 410 Century Equiprnent Fixed dzsets 284 28 17,146.78
09/21/92 440 Matrix Office Furn Fixed dz=sets 203 25 21,235 .48
12/21/98 254 Century Equiprnent Fixed dzsets 1,063,320 16, 74972
e606 My Checkbook:XTABS:Monthly Spending
Eﬂ xtahb Jan 28 Feb 22 Mar 28 Ot 28 Mo 28 L 28 TO
ddwvertising 1,114.85 3,874 .92 2,202 67 Z416.08 2,607 .82 2,5928.52 30,011
DEFOSIT .00 .00 .00 .00 .00 .00 C
W Fixed Assets 1,974 .81 1,363.94 1,06290 10,223
Insurance 1,254.50 1,254.50 1,254.50 1,254 .50 1,254.50 1,254.50 15,054
Legal 410.02 1,015.09 2,892
Office Supplies E14.01 2Z8.45 1,04F 33 T92.24 41542 4914 7,425
| Payrall 7,519.30 £,966.12 Q12823 T,293 65 9,189.31 702121 92.21%
FPurchases 4,106 .41 2,135.08 3,447 93 1,881.39 2,930.92 2,501.58 29 66E
—{ Rent 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 1,580.00 18,960
Shipping 240,39 298.76 1,228.69 T22.99 A58 68 1,08498 11,182
Telecarn 42219 a14 .61 454 9 44513 468 80 4459 00 o450
Itilities 249 84 23605 208,95 195.59 184 14 22117 2,590
TOTAL 17,202 48 19.773.29 21,908.19 17.,991.62 20,584 69 18,053 .95 225 .67

13 vizible /13 total il = FIIIIEIEY (R
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If you click on one of the cells in the bottom line and use the Select Original Data tool Panorama will select
an entire month of checks, in this case all 43 checks written in February of 1998.

=) ) My Checkbook
[t: Crate Checl Pay Ta Categaory Merno Cebit Credit Balance *
&?: ozsozsos  EERD city Services Utilities Water 45,99 17,974 .06 i
%d"—' 0z2/027/98 128 Malley Gas Wilities Heating 47.99 17,926.07
— 0z2/02/92 122 UPS Shipping o702 17,868,928 m
E_ 0z2/027/98 140 Surf Metworks Telecam LsL 20,00 17, 81892
_é 025025928 141 ATET Telecom Long Distance Phone Service Z51.56 17 46742
= 02/02/98 142 United Security Uilities & larm 0,00 17,437 43
,,I_t; 0z/0z/98 143 Harnilton Davis Insurance “orker's Comp policy 2172 2200 17,245 .43
I_,. 0z2/027/98 144 General Cazualty  Insurance Froperty Insurance policy v 187.50 17,157.93
— 027027592 145 Mallew Bell Telecom Local Phone Service 11205 17,044 22
0z2/027/98 14& EBElue Cross Insurance Health Insurance group BBG- 7500 16,0659 88
0z/0z/98 147 Champion Trucking Shipping Invoize 67943 151 .04 15,218.83
EgiggiEQ 866 My Checkbook:XTABS:Monthly Spending
Egiggiggf | sctab Jan 92 Feb 98 Mar 98 Oct 98 Mo 98 Dec 93 TOT A
oS i,ﬁ | advertising 111485 357492 220267 241608 260782 252852 Z0.0113
— £ CEFOSIT .00 .00 .00 Lo .00 0.00 0.0
Fixed dssets 1,274 .81 1,363 .94 1,06390 10,2226
B insurance 125450  1,254.50  1,254.50 125450 1,25450 1,25450 15,0540
ﬂ Legal 410.02 1.,015.09 2,895 65
— Office Supplies &14.01 S32.45 1,045.33 TI2.24 41542 34914 T.A4254
e pavioll TEIe30 0 695612 91523 729366 918931 702121 92,2191
!:t Furchases 410641 2,135.08 3,447 93 1.,881.39 2,950 92 2,501.53 296664
Fent 1.580.00 1.,2280.00 1.,580.00 1.280.00 1.,5280.00 1,280,000 12,900
B Shipsing 540,39 29876  1,22869 72299 93368  1,034.93 11,1836
; ,.‘-_!E Telecorn 42519 =14.61 454 .94 44513 455,20 44900 o,450.3
ﬂ'_"-f Utilities 24984 236 05 20895 195.59 18414 22117 2,590.7
22 ToTAL 17,202 48 21,908.19 || 17,991.62 20,584 69 18,053.95 225,677
=
Z=ae]
13 vizible /13 total « v B ERFSIERNS &) -

When you are done with the crosstab close the window and, if necessary, use Select All in the Search menu to
make all the records in the data sheet visible again (see “Selecting All Records” on page 38). You can open the
crosstab again later using the View menu. If the data has changed use the Calculate Crosstab tool to re-calcu-
late the table values.

SdO6 My Checkbook:XTABS:Monthly Spending

=P tab Jan 98 Feb 98 Mar 98 Apr 98 May 93 Jun 98 Jul 93
_"‘?i Calculate Cross Tab }14.85 T,E7492 220267 263100 0 2,3964% 265866  1,198.08

£ | DEPOSIT 0.00 0.00 0.00 0.00 0.00 0.00 0.00
= Fixed Assets 1,97481  1,363.94 T27A1 2,82850
B curance 125450  1,25450 1,25450 1,25450  1,25450 125450  1,254.50
7 | Legal 282 44
—— Office Supplies 614.01 93245 1,043 .33 752 .83 T21.54 481 .47 £90.04
BN Favroll 71930 696612  9,123.23 &,72ELET  T,07242  S8,9%68F 695652
I3 | Furchases 4,106.41  2,13508 44793  1,96164 238031 256758 226456
—— Rent 158000  1,58000  1,58000  1,58000  1,58000 158000  1,580.00
B shipping 540 39 79876 1,22869  1,10624  1,426.10 82582  1,13665
Az Telecom 42% .19 51461 454 94 451 55 417.80 402 .95 520,83
=== tilities 249 84 236,05 202,95 2%4 49 234 61 215.48 192 41
2 ToTAL 17,202 48 EENREERED 21 ,908.19 17,708 .77 20,072.21 18,958.28 15,803.58 2
z &
—_— -
1Z visible /13 total [I]«i»: (= I

To learn more about crosstabs see “Crosstabs” on page 415 of the Panorama Handbook.
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Making a Bar Chart

Someone once said that a chart is worth a thousand numbers. Ok, that’s not quite what they said, but let’s
create a chart anyway. Charts are usually displayed from summary records in the database, which are created
with the Summarize & Analyze dialog described earlier in this lesson (see “Analyzing and Calculating Sub-
totals” on page 112). Here’s how to set up this dialog to summarize the checkbook database by month.

@) Analyze Data
" W Hid hzed field r . ... 1
g > i ide non-analyzed fields ﬂ Y
@ - W - vz Cancel Apply °
Summarize by {Group Up) % | | Date (by Month) v 12 groups =i
Total H Lhbt » | brand Tolal £25,6/55.57 =]+
Outline Leve L) | Category & o [l

When the Apply button is pressed, the summaries are calculated and the raw data disappears. Now we’re
ready to chart this information.

® O 6 My Checkbook

| Date [ Checl Pay To Category Merno Cebit Credit Balance *

:
= 01530598 17202 48

02727798 19,773.29

— 03730798 21,908.19 m
Li | pasz7ioe 17,708 .77
05729798 20,072.21
. 06729798 18,958 28
* | 07731498 15,803 .58
08/31/98 21,410.34
1 09/28/98 16,210.08
10730498 17,991 62
11/30/98 20,584 69
12728798 18,053 .95

225 67747 .

ik

v

=5 101 S T ||« (= ya|r g

The next step in building a chart is to create a new form. If you are using a Windows PC hold down the Alt
key, if you are using a Macintosh hold down the Control key. Either way, select New Form from the View
menu (see “Creating a New Form™ on page 487 of the Panorama Handbook).

Data Sheet
Design Sheet

Flash Art Scrapbook

New frosstal... I !

Monthly Spending

New Procaedura...
Month & Category Totals
Restore Original Data




You know th

e drill by now — type in the name of the new form (up to 25 characters).

Create New Form

New Form Name: " !Insert befare:
iipending Chart r M

[ Cancel } ( Blank Form } I'C Quick Label ) (Quick Repnnj

Press the Blank Form button to create the new form.

Panorama Tutorial

CHala] My Checkbook 4
® 06 My Checkbook:Spending Chart (100%)
Al | | _— | E T . S | | il 4
E v
e
: :
= i
& v
o~ /m Geneva 12pt | =0.00" 000" ax000" ay000"  [o] 4 » Yyal» 2
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Adjust the window size to approximately the size of the chart you want to make, then click on the Chart tool.

®06 My Checkbook:Spending Chart (100%)

|||||||||||||||”ll|||||||||||||?||||||||||I||||$|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h||| +
L

0

e
F 3
v
ol~|m Genewva 12pt || 4 » Tl s

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

®06 My Checkbook:Spending Chart (1005%)
=h|IM

|||||||||||||||”Illlll|||||||||?|||||||||||||||§I||||||||||||||q|.|||||||||||||||?||||||||||||||||%||| +
-Ju~ --------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- T

0

..................................................................................................................................................................................................................
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Your new chart doesn’t look much like a chart yet, in fact it looks more like a dialog!

80 e My Checkbook:Spending Chart (100%)

Zif 1M |||||||||||||||”ll|||||||||||||?||||||||||I||||$|||||||||||||||q|.|||||||||||||||?|||||||||||||||E|h||| .

—_

4

- Simple chart [up to 50 points] 5

Mllll

]

I

o/~/m Geneva 12pt [J] < > V4lr 2

The buttons and pop-up menus in the dialog allow you to configure the chart. At a minimum, you must
select a legend field and at least one value field (see “Setting Up Legend and Value Fields” on page 998 of the
Panorama Handbook). In this case the legend field is already set to Date. Use the pop-up menu to set the value
field to Debit.

@06 My Checkbook:Spending Chart (100%) k
- IN_ .|.I.|.|.|.§.|.|1.|.I.|.|.|.I.|.El.I.|.|.|.I.|.|§|.I.|.|.|.I.|.|I?|.I.|.|.|.I.|.|?|.I.|.|.|.I.|.|§|.I 4
value field = Date
E Check
- Pay To
13 Category &
_—: Memo
- Debit
legend field B Credit ™ Simple chart [up to 50 points] 1

2; Balance - | ;
3
p

o/~/m Geneva 12pt [d] 4 » Yalr o
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Switch to Data Access Mode to see the actual chart (see “Form Modes: Data Access vs. Graphic Design™ on
page 485 of the Panorama Handbook).

My Checkbook:5pending Chart

25,000,00 -

1
& |

20,000,00 H

13,000.00

10,000.00 -

5,000.00 -

0.00 -
01/ 02/ 03/ 04/ 05/ 06/ 07/ 08/ 09/ 10/ 11/ 127

A AT MM TS RS AR s Il M s ngS sy My anags

13 visible /528 total « 59 e

}\?-1 |
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Customizing the Chart Appearance

Let’s dress up the chart a little bit. To do that switch back to Graphic Design Mode (see “Form Modes: Data
Access vs. Graphic Design” on page 485 of the Panorama Handbook). Then click on the chart and change the
font size to 9 point.

@006 My Checkbook:Spending Chart (100%) \
Zif 1M |I|||I|||I|||I|”I:||I|||I|||I|EI:||I|||I|||I|EI:||I|||I|||I|ﬁl:||I|||I|||I||?I|||I|||I|||I|||?I||"
_: v
= Debit
-
E 10
K Simpl ¥ 12 ints]
23 14
E 1 18 1
E 24
3 36
*3 48
E Up k[
E Date Down 3] e
12 i
OERNE Geneva Other... Val» 2

Now select the Output Pattern command from the Text menu.

Text
Font
5ize

+» Plain Text F#T
Bold #B

Italic
Lnderline F#U

Shadow)

Condense
BExtended

» Left Justify
Center
Right
Full

.

Qutput Pattern...
Build Formula... 3#F
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This command allows you to specify how the dates in the chart legend will be displayed. To display just the
abbreviated month name (Jan, Feb, Mar, etc.) type in Mon (see “Date Output Patterns” on page 255 of the
Panorama Handbook).

Data Cell

Qutput FPattern:

fe:

[: Cancel )( OK :1

Use the color pop-up menu to select a different color for the chart bars (see “Graphic Attribute Icons™ on
page 1017 of the Panorama Handbook).

2

|||||||||||||||
'—i
=

]

s
1l

A= RS

no4l el



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

My Checkbook:5pending Chart (100%)

Panorama Tutorial

@06

|||||||||||||||”ll|||||||||||||?||||||||||I||||$|||||||||||||||q|.||§|||||||||||||?|||||||||||||||E|h|||

implfhrt p to 50 pnits]

o Dopian

" Simple chart (up to 50 points] 4]
118

To preview the chart’s appearance without going into Data Access Mode click on the preview flap in the
lower left hand corner of the chart object. The preview flap is the small triangle that looks like a turned up

page corner.

My Checkbook:Spending Chart (100%)

806

||||||§|||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||‘}|||||||||||||||?|||||||||||||||E|h|||

preview flap

22,000.00

20,000.00

12,00000 4-----

16,000.00 -
14,000.00 -
1:2,000.00 -
10,000.00 -
&,000.00 -
& ,000.00 -
4,000.00 -

2,000.00 -

0.ao0

Jan Feb Mar &pr May Jun Jul

dug  Sep Dot Moy Dec -
Y
L

Genewva

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

ends appear.

’ ...... Wan. Feb. Flar. oo Pla ol g Sep L Dt Mo De

3 £,000500 |
= 4 00000

z ] |
= 2000500
E 0L 2
;f . \

N O~ Geneva

gpt L]« » e

-
1
v
A

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

database.

& ™ M

My Checkbook

Date

=%| 01/30/98
<| oz2/27/98
03/30/98

| D4/t27/98
* | 05/29/98
06729798
07731798
08731798
09728798
10/30/98
11/30/98
12728798

Checl Pay To

13 wizible /528 total

Categaory Merno Cebit Credit Balance
. . . . . -
17,202 48 -
19,773.29
21,908.19 @
17,708_77
20,072_21
18,958.28
15,803 58
® O My Checkbook:Spending Chart
] s
22 ,000.00 i ]
20,000.00 m
|
! 12,000.00
16,000.00
| 14,000.00
i 12,000,000
|
' 10,000.00
2,000.00
&,000.00
4,000.00
2,000.00
0.00 ¥
Jan  Feb  Mar  dApr May Jun Jul Aug Sep  Oct Nov  Dec B2
13 visible /528 total > yale o
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For example if you edit the summary value for March 1998 the chart will immediately update to reflect that
change (of course it usually doesn’t make any sense to edit a summary value like this). In the illustration
shown below the summary value has been increased from 21908.19 to 27908.19.

® 00O My Checkbook
[rate Chezl Pay To Categoryy Ferno Cebit Credit Balance
L I L L I L v
w| 01530598 17,202 48 —
| 02527798 2 :

03/30/98

04727798 s

05729798 0,072 21 m
06729798 18,958 .28

07/31/98 15,803.58

08/31/98 . 96 . :

St antan ® OO0 My Checkb6ok:Spending Chart

10/30/98 :

Y
1173098 3|:|_,|:||:||:|.|:||:| A S A / .............................................................. .;-
12528798 3

25 .I|:||:||:| |:||:| S e s i O .. B o o o B B B o g e o o o o o B o Ao b B o B o i

13 vizible /528 total I

20 .I|:||:||:| 00 4o v BN . .- p— e . L -

| 15,000.00
10,000.00 ‘
5,000.00 ‘

0.ao

alni

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

13 wisible /528 total al» F< > 4

el

We’re finished with the chart, so close the window. Choose Restore Original Data from the Action menu,
then Save the database. To learn more about charts see “Charts” on page 993 of the Panorama Handbook.
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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 195 of the Panorama Handbook). (You can also open
this dialog by double clicking 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.

OO Field Properties
Field Name: | Date & field name
Type: ( Date % |- field type
Alignment: (B8 | =|[=

Dutput Pattern:

Preview: 0B8/09/10

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

i

| Clairvoyance® (Auto Complete

Default Value:  today <& default value

Input Pattern:

4 B

Input Range:

Choices:
. Auto

spave Bar: | Insert space (normal) 3 )

Formula:
[ ﬂ-ll
Preview:
_ Recalculate all records when closing dialog
Generc Field: =
Motes:

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

Panorama Tutorial

click here to change pattern

Output Pattern:

T

Default Value: today

June 9, 2010

Input Pattern:

June 9th, 2010

Input Range:

Choices:
([ Auto |

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

Preview: 06/09/10 6/9/10
- 06/09/10
Ao oo O __5) Dweses (oo [
| Clairvoyance® (Auto Compiete) ' S-June-10

Wednesday, June 9th, 2010
Wednesday, 9 June, 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.

1-JAN-98
=L 7_JAN-98
9-JAN-98
16-JAN-98
. 23-1AN-98
ol 30-18N-98
' 1-JAN-98
1-JAN-98
1-JAN-98
1-JAN-98
5-JAN-98
5-JAN-98
19-JAN-98
19-JAN-98
26-1AN-98
5-JAN-98
12-JAN-98
19-JAN-98
26-1AN-98
5-JAN-98

CHR I —

hec! Pay Ta

Categery

21 Cocl Creek Studiio  Advertising
OPFENING BALANCE DEPDSIT

DEPOSIT
DEPOSIT
DEPOSIT
DEPOSIT
DEPOSIT
{1 Blue Cross

DEPDSIT
DEPDSIT
DEPDSIT
DEPDSIT
DEPDSIT
Insurance

11 General Casualty  Insurance

12 Hamilton Davis
O Sparkletts

13 Ofhce Max

16 Kinko's

31 Staphes

33 Costco

35 Kinko's

Insurance

Qifice Supplies
Office Supplies
Office Supplies
Office Supplies
Oifice Supplies
Office Supplies

14 Poly Payroll Service Payraoll
23 Poly Payroll Service Payroll
27 Poly Payroll Service Payraoll
36 Poly Payroll Service Payroll
15 Oregon Mational En Punchases

A

le/515 rotal

e I-_E

The pattern can be changed at any time.

WMemo Debit
1.114.84

Heglth Insurance group ABG-8 DTS00
Property Insurance policy YX4 187.50
Worker's Comp policy 81722 o2 00
14.19

170,46

50.03

126:83

20723

43.24

1.817.31

1.833.79

1.874.75

1.793.43

Irecice 35667 186.36

e LI L e s

Credit

12.739.0
5.985.82
377242
3.1 1056
4 953.38
4.664.33

Balance

10,.375.65
12, 735.00
15,05%.08
13.520.08
13.858.50
15.695.97
18.023.05
1174580

8.165:.25

9.073.25
12.724.80
1£,888.61
12.834.90
11121640
10.742.58
15,1524
13.071.28
11.6860.30
1163373
13.358.71
12,5884.93

|

i
v
s
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The New Database Wizard automatically set this date field to default to today’s date. To see this in action,
press the Add New Record tool (or select Add New Record from the Records menu).

® O 6 My Checkbook
Lo | Date Checl Pay To Category Merno Cebit Credit Balance *
) v
a| 01501793 OFEMING BALANCE DEFOSIT 12, 739,00 12,739.00
01701 /92 100 Sparkletts Office Supplies 14.20 12,724 .80 m
——1 0101798 101 Blue Cross Insurance Health Insurance group ABG- 975.00 11,749.20
ERR 01 /01 /93 102 Mallew Gas Litilities Heating 4990 11,699.90
01701 /98 102 ATE&T Telecom Long Distance Phone Service 23624 11 463 E6
01/01 /98 104 Surf Networks Telecom 5L S0.00 11 1366
F | 01401 498 105 United Secur ity tilities & larm Z0.00 11,3835 66
| Add N lw-ﬂm...! Shipping 144,02 11,22965
- TTTOT I TS o Ed=on General Utilities January Electric 115.55 11,124.10
101401 /98 108 City Services Litilities Water 5439 11,069.71
01701 /98 109 Pacific Properties Rent January Bent 1.,580.00 9489 T
The new check automatically defaults to today’s date.
12/25/98 DEFOSIT DEPOSIT 5,264.90 12,949 .36
12728798 S50 Malley Publications Advertising Q5T 57 17,925.20
551 Paly Payroll Serwvin Payrall 1, 74938 16,2326 .42 m
"
L
516 visible /516 total ||« =D 4|

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

toda

10/26./00

may 17

esterda 10/25/00 ]

last frida 10/20/00 |

next wed m

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

The second field contains the check number. You can modify the Field Properties to automatically add one to
create a new check number each time a new check is created. Click anywhere in the Check column and then
choose the Field Properties dialog from the Setup menu (see “Modifying the Properties of an Existing Field”
on page 195 of the Panorama Handbook). (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.

OO Field Properties
Figld Name: Check field name
*
Type: | Numeric : Digits: (0 2 ) -t field type

Alignment: [BE || =| =

e __§

Dutput Pattern:

Preview: 1234.56

Auto Caps: | OFf = Duplicates: [ Yes =

| Clairvoyance® (Aute Complete)

Default Value:

Imput Patterm:

Input Range:

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: J
| 3 % o
Input Pattern: \ itomatic increment by one
Ditto
Input Ramge: \ —
or you can type in the default value here

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

Default Value: | +1 %)
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Press the OK button to get back to the data sheet. Then press the Add New Record tool (or select Add New

Record from the Edit menu).

® O 6 My Checkbook
Lo | Date | Checl Pay To Category Merna
‘ 01401 /92 OFEMING BE&LANCE DEFOSIT

=| 01/01/93 100 Sparkletts Office Supplies
1 01701792 101 Elue Cross Insurance
01/01 /398 102 Yalleyw Gas Hilities Heating

e LT

01701 /98 102 ATE&T Telecom Long Distance Phone Service
01701 /92 104 Surf Metworks Telecom DsL
F ] 01 /01598 105 United Security Hilities Alarm
Ly | Add New Record | Shipping
- TTTOT I TS o Ed=on General Utilities January Electric

7 01/01 /98 102 City Services Hilities Water

The new check automatically defaults to today’s date and is assigned the next check number,

12/25/98 DEFOSIT DEPOSIT
12528598 560 Malleyw Publications Adwvertizing
12428598 561 Poly Pavroll Servin Payrall
o6z

516 visible S516 total

||« = ED

Pay To

Health Insurance group ABG-

Debit

14.20
27500
4990
23624
20.00
=0.00
144.02
113.55
ag4.39

3 57
1,749.35

Credit

5,264.90

Balance *

v
12,739.00 12,739.00
12,724 .80 m

11,743.20
11 ,699.30
11 465 66
11 41566
11,285 66
11, 233.65
11,124.10
11,0e3.71

In this case 562.

18,949 26
17 ,285.80

16 ,236.42 m
F

L

J A

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 284 of the
Panorama Handbook). Clairvoyance 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 195 of the Panorama Handbook). (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.

OO

Field Properties

Figld Mame: Pay To
r
_—
Type: | Text

Alignment: B |-E_| |_:=?|

Dutput Pattern:

g

W

Wi

Auto Caps: | Word | Duplicgtes: | Yes

@ Clairvoyance® (3«to Complete)

Default Valwe:

4k
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Press OK to close the dialog. Now try entering Blue Cross into the Pay To data cell. Leave your finger off the
Shift key as you type because Panorama will automatically capitalize the first letter of each word for you! As
soon as you press the letter |, Panorama’s Clairvoyance® feature will complete the entry for you by typing ue
Cross.

B is automatically capitalized for you because of Auto Capitalize option

12728798 kﬂnlv Fayroll Sery Pavroll 1,749.28 1
10/26/00 S62 [Elue Cross |

Clairvoyance automatically completes the entry for you

Clairvoyance automatically finishes your typing for you as soon as it thinks it can identify what you are
about to type based on the previous entries. If Clairvoyance guesses wrong (because this is a new entry that
hasn’t appeared before) just keep typing and complete the entry yourself.

Clairrows

When you hold down the Command key (Mac) or Control key (Windows), the up and down arrows on the
keyboard become clairvoyant arrows, or “clairrows.” With the key held down you can use the arrows to scan
through the values that are already in the database. Each time you press Command/Control-Down Arrow
the next value appears, while each time you press Command/Control-Up Arrow the previous value appears.
You can scan through the values until you find the information you are looking for, then press the Enter key
to enter the value. To give the clairrows a head start you can type in the first few letters of the information
you are looking for.

type b [g I

| |Elue Cross |

Cd/ C | - Down Arrow [Etnbirecol

Cd/ Ct | - Down Arrow [centurikEauipmen

Cnd/ Ct | - Down Arrow  [Champien Trucki)

Cnd/ Ctl -Up Arrow [CenturyEquipmen]

Crd/ Ctl-Up Arrow [Bsstenbirest ]
Ent er EENTEE




P S 7 W Page 155

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 317 of the Pan-
orama Handbook). This palette will have a radio button for each category. This palette is set up with the
Choices option in the Field Properties dialog.

OO Field Properties

Field Mame: | Category

ol

-

Type: | Text v

Alignment: [BE | = || =
Output Pattern: :
Preview:
Auto Caps: | OFF » | Duplicates: | Yes =

| Clairvoyance® (Auto Compliete)

Default Value:

Input Pattern:

B

Input Range: i

Cpace Bar: | Insert 50

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_Azzets Insurance Legal
*I‘m Office_Supplies Payrall Purchazes Rent Shipping Telecorn
. Ltilities

f

The choices are automatically filled in
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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.

12425/98 DEFOSIT DEPOSIT 5,264.90 18,949 36
12728798 =60 Malley Publications Advertizing QES.5T 17,285.80
12728798 =61 Poly Payroll Servin Payroll 1,749 .38 16,236 .42 m
09/26/04 562 Boston Direct | (& F'!E-nt ) Led
ik
L
516 visible /516 total 1B (= R

Move the mouse to the bottom right corner of the Input Box. The cursor will flip over (see “Expanding the
Input Box™ on page 273). Drag the mouse to expand the Input Box.

12/25/92 DEFOSIT DEFOSIT 2,264.30 132,949 365
1272898 SE0 Malley Publications Advertizing QQET.5T 17,285.80
12728798 561 Poly Payrall Servic Payraoll 1,749.38 16,236 .42 m
03 /26 /04 562 Boston Direct (%) "Rent. (o] Les
Tteel i
... Y
516 wizible 516 total | BRI J A

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

12525798 DEFOSIT DEFOSIT 5,264.20 12,249 365
12728798 =60 Malleyw Publications Advertising QEZ. 5T 17,2285.280
12/28/98 561 Poly Payroll Servic Payroll 1,749 38 16 236 42 m
09/26/04  SE2 Boston Direct *) Rent ) Telecorn (23 Utilities
{1 Legal () Shipping 2 Advertizing A
() DEPOSIT O Insurance O Fixed dssets 1)
16 vieble/S1E total <> () Payroll ) Purchases ) Office Supplies y< >

The box can be tall and skinny, short and fat, or anything in between. To select a value just click on the button
and press Enter or Tab, or simply double click on the button. You can also select a value by typing in the first
few letters of the value, for example U for Utilities or Pu for Purchases.

The radio buttons are great if you want to select from one of the predefined categories, but what if you want
to add a check in a new category? To allow this you’ll need to go back to the 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: | Advertising DEPOSIT Fixed_aAszets Insurance Legal

AuUto foice::hases Fent Shipping Telecom
Utilities
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Press OK to close the dialog and go back to the data sheet, then double click on the Category field.

12725792 DEFOSIT DEFOSIT 526490 18,9493
12/28/98 =60 Malley Publications Advertizing QES.ST 17,285.80
12/28/92 251 Poly Payrall Serwvin Payrall 1,743.38 16,236 42 m
09/26/04  SE62 Boston Direct {3 Rent O Telecom ) Utilities
) Legal {3 Shipping ) Advertising &
) DEPOSIT O Insurance () Fixed dssets v
=16 visible/S16 total Tl ) Payroll () Purchases () Office Supplies <>

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 DEFOSIT 5,264.90 12,249 35
12728798 =60 Malleyw Publications Advertising QEZ. 5T 17,2285.280
12728798 =61 Poly Payroll Servin Payroll 1,749 .38 16,236 .42
09/26/04 562 Boston Direct () Rent () Shipping () Fixed Aszsets
{1 Legal (2 Insurance ) Office Supplies m
() DEPOSIT ) Purchases ()| |
3 Payrall O Utilities A
(2 Telecorn 0 Adwvertising T - 1)
516 visible/S16 total [|«® 4| » &

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.

12/25/92 DEPDSIT DEPOSIT 5,264.90 12,949 25
12/28/98 250 Malley Publications Advertising Q6307 17,985.80
12/28/98 =61 Poly Payroll Servin Payroll 1,749 .38 16,236 .42
09/26/04  S&2 Boston Direct ) Rent {3 Shipping ) Fixed Assets
) Legal {3 Insurance ) Office Supplies m
) DEPOSIT O Purchases () | Autd |
) Payroll O Utilities \‘ A
2 Telecorn 0 advertising v
516 visible/S16 total [| = » A »

Press the Enter key when the entry is completed.

12/25/95 DEFOSIT DEPOSIT 5,264.90 18,9493
12/28/98 =60 Malley Publications Advertizing QES.ST 17,285.80
12/28/98 561 Foly Payroll Servin Fayrall 1,749.38 16,236.42
09/26/04  S62 Boston Direct h
ik
L
516 visible /516 total 1B (= R

To learn more about this feature see “The Choice Palette” on page 317 of the Panorama Handbook. Before going
on to the next step | recommend that you Save the database one more time.
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Looking Up the Category From a Previous Record

In this database a particular Pay To will almost always go with a particular category. For example the cate-
gory for checks to Blue Cross will always be Insurance, while the category for Staples will always be Office
Supplies. Panorama can be set up to 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 131 of Formulas & Program-
ming).

Lookuplast( Assistant

e e ey

| want to retrieve information from the | 4 | database

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

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

field | v in the database My Checkbook

matches the feld | : in the database

if there is no match default 1o

“j Cancel H‘f Dk '3

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 | I;-'i'_n.-' Checkbook » | database

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

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

| want to retrieve information from the | I;-'i'_n.-' Checkbook » | database

The information | want to retrieve is in thi L 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

o e e e o

| want to retrievie information from the | f-'iy 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 To 4 in the database My Checkbook

if there is no match default to

“j Cancel H‘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
Tox, "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 131 of Formulas
& Programming. For now just press the Ok button to go back to the data sheet. Then start typing Staples into
the Category field.

12/28/98 =60 Malley Publications Advertizing QES.ST 17,285.80
12728798 =61 Poly Pavroll Servic Payrall 1,749 .38 16,236 .42
09/26/04 o562 | Staples

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

12528092 560 Valley Publications advertizing Q5397 17,285,820

12/28/92 551 Poly Payrall Serwvi Payroll 1,749.28 16,236 42
Staples Office Supplies
a8

09/26/04 nez
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Sometimes the check amount is the same from check to check also, for example a rent or subscription pay-
ment. You can go back to the design sheet and use the same technique to build a formula to look up the pre-
vious check amount. The formula is almost the same as before, but this time it looks up the Debit field and
has a default value of O instead of " (see “Linking With Another Database” on page 131 of Formulas & Pro-

gramming).

Field Properties

Field Mame:  Debit
e

Type: | Numeric - Digits:| 2 =

il

Alignment: [B= |_§—|

Output Pattern: | # ##

—
-

FENHEANT 11234_56

Lookuplast( Assistant

| want to retrieve information from the | My Checkbook + ) database

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

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

field [ Pay To + | imthe database My Checkbook
matches the field [ Pay To + ) inthe database My Checkbook

if there is no match default to 0

i

Cancel | Ok 7,

iy

:' TEWHEW,

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.

12728798 SE0 Malley Publications Advertizing QQET.5T 17,985.80
12728798 S61 Poly Pavraoll Serwvic Payrall 1,749.38 16,236 .42
03/26/04  SeZ |F'a-:ific F'r'u:nie-r'tieg |Elffice Supplies

0

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

12/28/98 250 Malley Publications Advertizing Q5357 17,285,820
12/28/92 561 Poly Payroll Servin Pavroll =8 16,236 .42

09/26/04 562 EE T ails 1,520.00

If this isn’t the correct amount you can simply tab over to the Debit field and type in the actual amount. If you
haven’t done so already, Save the database again now.
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Calculating the Checkbook Balance

Calculating the running checkbook balance is a two step process. Since you will probably want to do this
multiple times, recording a procedure is a good idea. Start by turning the recorder on (see “Creating a Proce-
dure with the Recorder” on page 212 of Formulas & Programming).

® O 6 My Checkbook
L2 | Date {Checl Pay To Category Merno Cebit Credit Balance & |
| By el v
= = . Supply Purchazes Invaice 6287 02 .49 18, 236.682 ~ |
12721 /798 551 Coast General Furchazes Inwaice 61471 27572 17,260,920
12521798 552 Office Depot Office Supplies 72465 17,2582.42
S53 Staples Office Supplies 7421 17.28135362
12721 /98 554 Century Equipment Fixzed fssets 1.,06Z.20 16, 74972
12071 fan E55 Stamfard Hfa Erwrenhacas ImwwAima 191909 A7 TT 1€ 277 IS
Scroll over to the Balance field and click somewhere in the field.
® O 6 My Checkbook
| Date | Checl Pay Ta Category Merna Cebit Credit Balance * |
A v
= | 12721798 S50 Clark Supply Purchazes Invaice 6387 02 .49 18,236.62 ~
124214598 551 Coast General Furchazes Invaice 61471 27372 17,260,920
12421 /92 552 Office Depot Office Supplies T2 45 17,8884
12421 /98 552 Staples Office Supplies T4.81 1781562
12521498 5954 Century Equipment Fized #ssets 1.,06Z.20 16, 749,72
12421498 555 Stamford Mifg Purchazes Invaice 19188 472 37 m.lﬂ
12421 /92 555 Post Office Shipping 204 62 16,072./3
124214598 557 Power Printing ddvertizing g2 .50 15,530.23
12521498 o958 Poly Payroll Servic Payrall 1,656.55 13,873.68

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

W Manipulate Data in Balance
@ y ) ﬂ-::;';'“ HI @ __| Modify Ematy Cells Only W Live Preview " Cancel | F Apply H
Start with Field + ') { Credit :
BEFORE AFTER
12.735.00
12,724.80
11,749.80
11,6949.80

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.

8 e) Manipulate Data in Balance
g % - Fi »
X —
Start with Fleld - Credit . =+
Subtract Field : | | Debix : =) (&
BEFORE A AFTER
2. 73900 12,3900 | &
272480 SERENE
11.748.80 975.00 m
11,6599.50 -49.85
11463 66 236,24
11.413.66 -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.

®O6 My Checkbook
" Crate {Checl Pay To Category Ferno Cebit Credit Balance *
w| 12721798 550 Clark Supply Purchazes Invoice 28T 20249 302 .49 :
12421 /98 551 Coast General Purchazes Irwoice 51471 29572 —275 02
1 12421 /98 552 Office Depot Office Supplies T2 .46 -T2.46
12521492 553 Staples Office Supplies T4.81 -74.21
12521792 554 Century Equipment Fixed dzsets 1,062.30 -1 ,06% .30
12521492 555 Stamford Mfg Furchazes Inwoice 19188 472 27 o
12421 /98 556 Fost Office Shipping 204 .62 204 52
12521492 557 Power Printing ddvertizing 242.50 =542 .50
| 12521492 552 Poly Payroll Servin Fayroll 1 ,656.55
| 12521492 559 Fry's Electronics  Office Supplies 189 .22 -18922
| 12/25/98 DEFOSIT DEFOSIT 9,264.90 5,264 .90 I
| 12528/92 560 “Yalley Publications advertizing Q5357 -A5E 57 m_l
| 12/28/92 561 Poly Payroll Servic Payroall 1, 7492328 -1,749 38
! 09426704 562 Pacific Properties Rent 1,580.00 -1.,58000 &

L
516 visible/516 total ] < | » ( = Ky
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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.

Vertical Data Tabulation (Balance)

== | | S “Cancel ) (Apoiy)
‘ \Q\ It-iu- |

L. . #‘ H®\ JL

RO

Running
Difference
Propagate Unpropagate Propzgate Up Unpropagate Up
BEFORE AFTER
' 12,719.00 12.739.00
1415 12,724 81 v
-G75.00 11.749.81 m
49,85 11,699,587
-236.24 11,463.68
SS0.00 1141368
-30.00 11,383,680
144,01 11.239.67
-115.54 1112413
54.38 11,060.75 r
-1.580.00 5.489.75
-136.54 5,352.81

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

®06 My Checkbook
A Date | Checl Pay To Category Ferma Cebit Credit Balance *
L
12721 /98 550 Clark Supply FPurchazes Invaice 6387 0249 18, 23662 |~
12721 /98 551 Coast General Furchases Inwaice 61471 27372 17,260,920
12521798 552 Office Depot Office Supplies T2 485 17,5888.43
12521798 552 Staples Office Supplies T4.81 1781562
12721 /98 554 Century Equipment Fized Assets 1.,06Z.90 16, 74972
12721 /98 555 Stamford Mg Furchases Inwaice 19188 47237 16, 277.35
12521798 555 Post Office Shipping 204 62 16,072.73
12721 /98 557 Power Printing ddvertizing 42 .50 15,550.23
12/21/98  S58 Poly Payroll Servic Payrall 1 ,656.55 (12 57568 |
12721 /98 599 Fry's Electronics  Office Supplies 189.22 13,6584 46
12725798 DEFOSIT DEFOSIT 3,264,930 18,949 36
12728798 260 Malley Publications Adwvertizing QET.5T 17.,2285.280 m’
12/28/98 561 Poly Payroll Servic Payrall 1,749.38 16,236 42
09/26 /04 562 Pacific Properties Eent 1,5280.00 14,636.42 &
Y
516 vizible /516 total IERLE il R ]




P S 7 W Page 165

The balance calculation is complete, but remember that all this is being recorded? To finish the recording
select the recorder tool again.

® O 6 My Checkbook
b | Date {Checl Pay To Category Merno Cebit Credit Balance * |
i | B L
= skl Supply Purchazes Invaice 6287 02 .49 18, 236.682 |
12721 /798 551 Coast General Furchazes Inwaice 61471 27572 17,260,920
12521792 552 Office Depot Office Supplies 72465 17,2582.42
12521793 55% Staples Office Supplies T4.81 17,81562
12721 /98 554 Century Equipment Fixzed fssets 1.,06Z.20 16, 74972
12721 /98 555 Stamford Mg Furchazes Inwaice 19122 472 Z7 16,277.35
12521792 556 Post Office Shipping 204 62 16,072.72
12721 /98 557 Power Printing ddvertizing 4250 15,550,235
12/21/98 558 Poly Fayroll Servic Payrall 1 656.55 (12 27568 |
12721 /98 599 Fry's Electronics  Office Supplies 189.22 13,684 46

Pick a name for the new procedure and type it in, then press the Create Procedure button.

Save Recording

New procedure name...

Funning Balance

( Cancel } k Save Procedure )

Now any time you need to update the checkbook balance you can simply select your new procedure from the
Action menu.

Action
Month & Category Totals
Restore Original Data
Running Balance

If you are curious to see what the code in your new procedure looks like you can use the VView menu to open
it.

eSO My Checkbook:Running Balance

Field "Balance" '
FormulaFill Credit-Debit Y
RunningTotal m

"
v
l E Procedurs u:nie-ne-:l. | 4kl N+ g

Before moving on to the next step it’s a good idea to... you guessed it, Save the database.
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Drawing a Check Form

To complete your check database you’ll create a check form that can be used for data entry. If you are using a
Windows PC hold down the Alt key, if you are using a Macintosh hold down the Control key. Either way,
select New Form from the View menu (see “Creating a New Form” on page 487 of the Panorama Handbook).
Type in the name of the new form (up to 25 characters).

Create Mew Form

New Form Name: " Insert before:
' Check] | ("Spending Chart B

( Cancel :J f Elank-FnrmE) ( Quick Label j] ([ Quick Report |

Press the Blank Form button to create the new form, then adjust the window to the approximate size of a
check.

My Checkbook
u Date Checl Pay To Category Mermo Debit Credit -
12721798 250 Clark Supply Furchazes Invaoice 6387 02 .49 1
12721792 251 Coast General Furchases Irvoice 61471 273.72 1
12721798 252 Office Depot Office Supplies T2 .46 1
12721798 552 Staples Office Supplies 74 .81 1
12721798 554 Century Equipmen Fixed - =
12/21/98 555 StamfordMfg  Purc [J =— My Checkbook:Check (100%) =——— =
12/21/98 536 Post Office Shipg |I|||I||1|I|||I||2|I|||I||3|I|||I||4|I||‘"
12#]21 llllga 55? F‘Qwer’ F'r'inting Ad\lra 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 E
12721798 552 Poly Pavroll Serv Pawr —
12721798 559 Frv's Electronics  Offic
12/25/98 DEFOSIT CEPCY
12728798 SE0 Malleyw Publication: Adv
12428795 561 Paly Payroll Serv ﬁ
S15 visible/S15 total LA
-
Geneva | 12pt [wr] « |M | k|
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Now choose the Form Preferences... command from the Setup menu and use the pop-up menu to set the
form’s background color to light green.

Form Preferences

Viewing Format: ™ Individual Pages
) View-as-List
Tab Order: ) Natural

E Data Sheet Order

S Back to Front

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

Ruler Units: | Inches K3
Nudge Distance: | 1 pixel E3
B
Bkgnd Color:
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Before you actually start building the form you need to customize the graphic tool palette. Use the Tool Pal-
ette command in the Setup menu to open the tool configuration dialog.

ﬁ File Edit Yiew Arrange Text OGraphics BIS0NR YWizards Help

My Check Rename Form...
[l Cate Checl Pay To Cateqgory FMerno Delete Form Credit -
Rearrange Forms...
¥ 127521798 550 Clark Supply Furchazes Inwoic Install Custom Menus... 1
12421 /92 551 Coast General Purchases Invaic 1
127521798 552 Office Depot Office Supplies Tool Palette.. 1
127521798 552 Staples Office Supplies Form Preferences... 1
127521798 554 Century Equipmen Fixed —
12/21/98 555 Stamford Mg Pure|ld ———o Report Preferences... pp=————HHE
Bl 12/21/92 556 Post Dffice = P T Apecial Paper Options... b |4I TE
Ly | 12421792 557 Fower Printing  Adve "1 Form Comments... =
127521798 552 Poly Payroll Serv Payr h E —
127521798 999 Fry's Electronics  Offic) |E50N Field Properties...
12/25/92 DEFOSIT DEPO == — i
12728798 SE0 Valley Publication: Adwv g g Add FIE“_:I'" %N
12/28/98  S61 Poly Payroll Sery ﬁ Delete Field
Convert/Edit Balloon Help
513 wisible /315 total I 4|
-
Geneva [ 12pt [w] 4 |IIIII | k|
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There are a total of 29 graphic tools available for use in Panorama (shown in the list below on the left). Many
computer screens are not large enough to handle this complete palette of tools (and we expect the number of
tools to increase in future versions). To get around this problem, Panorama allows you to customize the
graphic tool palette on the fly (see “Customizing the Tool Palette” on page 497 of the Panorama Handbook).
You can configure the palette to contain only the tools that you need right now in any order you want. If your
needs change later, you can simply reconfigure the palette at any time.

Configure Tool Palette

Tools... _ Current Palette...
&=8 Switch to Data Mode & l,f Basic » )
¥

& Pointer

i Crosshair Pointer (_ Advanced» )
S Magnify Programmer »
[ Data Cell ( = )
JE Text If Reports » :1
. Line - sy

[ Rectangle ( Classic™ » j;
|| Rounded Rectangle

Jl Oval ([ Move All » -:I
[ Tile

B Button (- e }
g Chart ( Insert » )
i Flash Art

i Flash Audio (_ Delete )
wilyAuto Grow ( Delete All )

@ Data Button

24 Flash Art Data Button
W&al Flash Art Push Button
ElList

¢B Poplp Menu

4 Push Button

[t

E: Cancel J']( 0K )




Page 170

On the right is a list of the tools you currently have installed. If this list is empty, Panorama will use the
default tool palette. To move a tool from the left to the right, double click on the tool in the left. Or you can
select the tool (or tools) and press the Move or Insert button. Move the nine tools shown below into the list

on the right.
Configure Tool Palette

Tools... _ Current Palette...
|| Rectangle A { Basic » :j &=t Switch to Data Mode

_ | Founded Rectangle ¥ Fointer
EDV&I ; d ( Advanced » ) ﬁText
i Tile (z Programmer » ) Wy ine
@ Button ~ L Rectangle
Rriach A e

Flash Art " — ity pUp Menu

s Flash Audio (_ “Classic’™> ) ETEKI Display
W Auto Grow ]| Texct Editor

# Data Button Move All »
O

When you press the OK button the tool palette in the form will be updated.

[[] == My Checkbook:Check {100%) =j =
|||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| t
Geneva [ 12pt [w] 4 |IIIII | k|

Panorama Tutorial
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Creating the Text Editor SuperObjects

Using the Text menu or the Graphic Control Strip set the text size to 9 points (see “Text Font, Size and Style”
on page 593 of the Panorama Handbook).

Font 4
: Alpoint
v Plain Text #T 1l0]
Bold #B |« 12
Italic Kl
Underline FELU 1m
A
Shadow, 36,
Condense £V
Extended
Up #[
+ Left Justify Down %]
Center
Hll_:lht Other...
Full
Output Pattern...
Build Formula... 3#F

With the Pointer tool selected, click the mouse in approximately the location shown below.

[0 == My Checkbook:Check (100%) ===
IN_ .|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|. ;:l.I.|.|.|.I.|.El.I.|.|.|.I.|.|I?|.I.|.|. t

2 3 K

=k
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Now select the Auto Cell Layout command from the Arrange menu (see “Automatically Creating Rows or
Columns of Data Cells or Text Editor SuperObjects” on page 662 of the Panorama Handbook). You used this
command in your My Mailing List database to create data cells, now you’ll use it to create Text Editor Super-
Objects (see “Types of Data Editing Objects” on page 632 of the Panorama Handbook).

Automatic Cell Layout

( Select All Fields ) ( Line Items ) Layout: [ Across | Same Width
Date 1 'Object Height (Lines)
Check — : ]
Pay To 0 Spacing (Pixels)
Category Extras: || Field Names |_| Boxes
Memo
gfﬂh[ﬁt SuperObject: [ Create SuperObjects™
Bafai Borders: _ Top || Left

| Bottom || Right

_ 1Shadow | 3D

Formatting: EWr'ap at end of line
" | Non-White Background

Term when: f Return 1" Tab
| Up/Down Arrows

l: Cancel :ll: OK :l

Start by holding down the Shift key and clicking on each of the first six fields.

Automatic Cell Layout

( Select All Fields ) ( Line Items ) Layout: | Across _| Same Width
Date 1 Object Height (Lines)
Check e
Pay To 0 Spacing (Pixels)
Category Extras: _| Field Names _| Boxes
Memo
Efeh[ﬁt SuperObject: || Create SuperObjects™
Balarica Borders: _ Top | !Left

| Bortom | | Right
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Next click on the Create SuperObjects™ and 3D checkboxes.

Automatic Cell Layout

I; Select All Fields ) ( Line Items /I Layout: | | Across || Same Width

Date 1 [Object Height (Lines)

Check -

Pay To 0 Spacing (Pixels)

Eﬂﬂtﬂﬂﬂrﬁ' Extras: | |Field Names | | Boxes
emo

Efﬂh;t SuperObject: @Create SuperObjects™

Bl Borders: —]

Formatting:

W Non-White Background

Press the OK button to create the Text Editor SuperObjects.

[0 = My Checkbook:Check (100%:) ro"o-=x 01 B
A |||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| t
I E [1z725/93 I
E SE1
. —] F'-:-I'_-.-'-F“a:-.-'r'-:-ll
= 1__' Payraoll .
‘B - -, !
T 3 [ 17z
=] -
23

Kl

Genewva [ opt [w] 4 |IIIII | b

Text Editor SuperObjects may be used as an alternative to data cells for editing text within a form. You can
already see one difference between these two types of objects — the Text Editor SuperObject displays data
even in Graphic Design Mode, not the field name. To see the major difference between these two types of
objects switch the form to Data Access Mode (see “Form Modes: Data Access vs. Graphic Design” on

page 485 of the Panorama Handbook).

O My Checkbook:Check E=]
&

4 | 12/28/98

- [5e1

Foly Payrall

b Fayrall

¥

Ly 1,749 28
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Text Editor SuperObijects allow you to edit text right in the form window—no double click is required. You
can simply click or drag on the text to begin editing. Press Enter when you are finished. The illustration
below shows the effect of double clicking on the word Poly. As you can see, instead of opening an Input Box
this selects the word for editing.

tl 12/28/92
- SE1

Foly Payrall
- Pl
x|

Since the Text Editor SuperObject doesn’t use an Input Box, you cannot expand the size of the editing area
“on-the-fly” the same way you can with data cells. The editing area must be defined in advance. On the other
hand, the Text Editor SuperObject doesn’t require the extra double click, and works more like other standard
applications you may be used to. See “Creating and Modifying Text Editor SuperObjects” on page 639 of the
Panorama Handbook to learn more about Text Editor SuperObjects. For now, however, switch the form back to
Graphic Design Mode so that you can continue designing your new form.

Dressing Up the Check Form

Select the Rectangle tool and draw a rectangle next to the check date (see “Creating a Graphic Object” on
page 494 of the Panorama Handbook).

[0 = My Checkbook:Check (100%:) ro"o-=x 01 B

1 2 3 4
||||||||||||||||||||||||||||||||5|||||||||||||||||||||||||||||||||||||||||

_____ E I i[iz/28/98

E 561
—] Faly Pavroll
2l - Fawrnll

Change the Fill Pattern of the rectangle to solid black (see “Fill Pattern” on page 521 of the Panorama Hand-
book).

My Checkbook:Check (100%) =rx= 0 H
||||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| -

=
L

. [EELRD

551
Faly Payrall

FPawrall

E@ihlw- T

Select the Text tool and create a click-text object that says Date. (see “Fixed Text Objects” on page 587 of the
Panorama Handbook).

My Checkbook:Check (100%) 0=—"u= 0 H
||||||||||||||||‘!|||||||||§|||||?|||||||||||||||§|||||||||||||||q|.|||||||| -
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Select the Pointer tool and then click on the new text object.

[0 = My Checkbook:Check (100%:) ro"o-=x 01 B
A |||||||||||||||”||||||:;||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| t
7E R
i m = 1Y |
:l—ﬂ: P‘:E " Paly Payroll
1l Eaeall

Use the Graphic Control Strip to set the text color to light yellow (see “Color” on page 526 of the Panorama
Handbook).

[0 =—————= My Checkbook:Check {100%:) ="—"rt=072o 0 H

=
L

1 2 = 4
|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

r

= 12/28/98
yd I -
3 m u 1Y |
QI— e Paly Payrall
] 1: Favrall
rE — I I
4 -
3|
25 |
] Genewa Spt W A |l b |
Drag the text over the black box.
0 ="i—r—= My Checkbook:Check {100%:) =———= =
=l s ||||||||||||||||‘!||||||||||§||||?|||||||||||||||§|||||||||||||||I?|||||||| -

E ] -E@12f28f98
‘L — ﬁ

gl—__ Falw Pawvenall

Adjust the black box and the text until they line up with the Text Editor SuperObject as shown below. To
adjust these objects you can drag them (see “Moving a Single Object” on page 508 and “Changing the Size of
a Single Object” on page 513 of the Panorama Handbook) and nudge them with the arrow keys (see “Nudging
an Object (or Objects)” on page 509 and “Nudging the Size of an Object” on page 513 of the Panorama Hand-
book).

H Eij Iﬁ12a"28a"98 ‘ H
— 251
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Drag a marquee around these objects to select them (see “Selecting Multiple Objects at Once” on page 502 of
the Panorama Handbook).

- _
él N—" =
Y

Faly Payraoll k

Ly FSIPRS— |

Then drag the objects into the upper left hand corner of the form.

[0 =———= My Checkbook:Check {100%) =" 0 H

1 2 S 4
||||5|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

............................................
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— IPale Pawenll
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Now drag a marquee just around the box and text objects.

[0 = My Checkbook:Check (100%) —=—"os 01 B
i ’I-.!-!.-Iul-.!-!.-lulu!-élIlll|‘!|IIlll|I|IIllll?llII|I|I|III|I|§|IIllllllllllllql.llllllll t
B Ut (EFFEIED =

7 [ L
3 [Se1

|:| — Pk Paveall

Hold down the Shift and Option keys on the Mac, or Shift and Alt keys on the PC. With these two keys held
down drag the two objects to the right.

[0 = My Checkbook:Check (100%:) =—7—= 018
IN_ .|.I.|.|.|.I.|.|1.|.I.|.|.|.§I.|.|?|.I.|.|.|.I.|.El.I.|.|.|.I.|.|‘.1|.I.|.|.
..... BN 1= TEZECTECI

3 k

Holding down the Shift key insures that you drag the objects at 90 degrees, either perfectly up and down or

perfectly left and right (as in this case). Holding down the Option/Alt key tells Panorama to duplicate the
objects. When you release the mouse you’ll have two copies of these objects.

[0 == My Checkbook:Check {100%) =0=—"o= 0 H
A ||||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.||||||||

N Dt [TETEER Dot B




P . T e Page 177

Select the Text tool and click on the new text object.

[0 = My Checkbook:Check (100%:) ro"o-=x 01 B

i B z 7
|||||||||||||||||||||||||IE||||||||||||||||||||||||||||||||||||||||||||||

E oo ) o

Edit the text to say Number instead of Date.

] =———— My Checkbook:Check {100%) ——=[01 5

| ||||||| ||||1||||||||H|||||?|||||||||||||||§|||||||||||||||q|.|| |||||

| Date [FIPETECINE XNl

Select the Pointer tool and adjust the rectangle size to match the new text.

[0 =—————= My Checkbook:Check {100%:) ="—"rt=072o 0 H

-

1 = 4
||||||||||||||||||||||||||||||||.ﬁ||||||||||||||||||||||||||||||||||||||||

- EXgzizeiee m

Drag the check number up next to these objects.

[0 = My Checkbook:Check (100%) —=—"os 01 B
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. Faly Payrall
2] Payrall

Using the techniques you’ve just learned continue re-arranging the form until it looks like this.
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Make a copy of the Pay To caption.

T‘.i Panorama Tutorial

0 ="—a—rt wcheckhuuk'(ﬁheck {100%) =—— M0 H
UL ||||.|| ||| ||| ||| ||| | ||| ||| ||||||||||||§|||||||||||||||q|.||||||||
& Date [FFEEEERM Murber BN Cateqory EL
E _-: Faly Payroll Services B 1, 74938
2
T

Change the text to Memo and expand the rectangle to about 1 inch high.

[0 =—————= My Checkbook:Check {100%:) ="—"rt=072o 0 H
s E|||||||||||||||‘!|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| -
= Date [FIFEIECIN Murnber EEM Cateqory LGN =
_-: Foly Payroll Serwvices B 1,749.38
Slide and resize the memo field itself into place.
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To add a scroll bar to the memo field double click on the Text Editor SuperObject to open the object properties
dialog. This dialog lets you turn various object options on and off. Click on the Vertical Scroll Bar checkbox.

Text Editor SuperObject

— Data
@ Field[§) O Variable O Formula

:.!Fuflemcl
— Display Options — Editing Options
__ Padding Insertion Pt.. | at End |44
™ Wrap at fznd of line "1 Tab = 4 Spaces
™ Non-White Background  Undate Variable Bvery Yey
_ Borders Terminate when: E Return ETah
"1 Top | Shadow | Up/Down Arrows
] Left W 3D s o mmmEnm o
_lBottom [JAqua || Wek Dol Atk —
_IRight  [TFocus Ring AumSapse PERL 0 i

| Attach Procedure to Object

'] [ ..Handler

__|Every Key |_|Most Keys || Finished [ Focus

C Cancel j;[: oK )

When you press the OK button the memo field gets a vertical scroll bar.

[0 = My Checkbook:Check (100%:) ro"o-=x 01 B
A |||||||||||||||”|||||||||||||||?|||||||||||||||§|||||||||||||||q|.|||||||| -
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To actually use the form you must switch into Data Access Mode. Notice that the background of the field
being edited turns white (in this case the memo field).

Mycheckhuuk:check =
Category [gEME] | =~ |
3 RS =
Fayroll period from 12514798 10 12/20/93 -
-
S15 visible /515 tatal | 4 Ul |
Use the Tab key to move from field to field.
O =———— My Checkbook:Check Gfj=
m1 27/28/98 W Category [FERIE] -~
VR F oy Fayroll Services B 1,743 28 =
Favroll period flrom 12514592 10 12720792 _-
F
-
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Making the Form Elastic

An ordinary form is fixed — it stays the same no matter what the size of the window is. By adding a single
object to your form you can make it elastic. An elastic form adjusts automatically to fit the window — it
grows when the window grows and shrinks when the window shrinks. Start by switching back to Graphic
Design Mode. Then double click on the memo field to open the object properties dialog.

Text Editor SuperObject

— Data
) Field rj " Variable ) Formula
|Memu:-
— Display Options — Editing Options
! Padding Insertion Pt.: | at End -4
EWrap at fznd of line " Tab = 4 Spaces
E Non-White Background L lindare Variable Fvery Key
_ Borders Terminate when: EReturn ETah
“ITop I Shadow _! Up/Down Arrows
] Left W 3D et e R
_IBottom [JAqua || ™ e s At —
CIRight [ Focus Ring famdame 00 o
_ Scroll Bars | Attach Procedure to Object
: — ;
@‘Uemcal | | Horizontal . H] T
| | Thi roll Bars
E&‘:fﬂw Box __|Every Key |_|Most Keys [ | Finished [ Focus
{: Cancel jl lf OK :1

Turn on the Grow Box option, then press the OK button. The memo field now reserves a spot for the win-
dow’s grow box.

My Checkbook:Check (100%) =——"=—FIH
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L[] — corner reserved
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Using the Rectangle tool draw a box in the spot reserved for the grow box.

GO ool period from 12414798 to 12720738 -

|l

=

Using the Duplicate command in the Edit menu, make a copy of the box (see “Duplicate” on page 561).
f__ a |
Set the Fill Pattern of the new box to solid black (see “Fill Pattern” on page 521).
E )
=
Set the color of the new box to the same green color as the background (see “Color” on page 526).
Use the arrow keys to nudge the green box until it covers the white area but leaves the black border.
2! -
EE Sl

Now to make the form elastic. Start by selecting the Auto Grow tool. (If you can’t find the Auto Grow tool
you need to customize the tool palette. See “Customizing the Tool Palette” on page 497 of the Panorama Hand-
book.)

gl 5]

0 =""m7ra— My Checkbook:Check {100%) =——— =
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| Date [FIPEIECRN Mornber EEEM Cateqory RN =

Faly Payrall Services | RS
Fayrall period from 12514598 10 12/20/92 .
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Starting from the bottom right hand corner of the form, drag the mouse up and to the left. Release the mouse
somewhere between the left edge of the Category field and the right edge of the Pay To field, as shown in the
illustration below. (The blue and green lines in the illustration below have been added to highlight the loca-

tion of these edges.)
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When you release the mouse the Auto Grow configuration dialog appears. The dialog is already filled out for
you except that you need to turn on the Draw Grow Icon checkbox.

Elastic Form Configuration

_Window 5ize _ Options
TR : : : ) Master
Minimum Height: | 1[3'% | Maximum Height: O O) slave (Hotizontal)
Width: | 316 Width: 0 ) Slave (Vertical)
: —. ] Sy orm
| Match This Object | (" @ Draw. Grow lcon
[ ] W Froc
i i;' Cancel "IJ L OK J,l
Press the OK button to finish creating this object.
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auto-grow object
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The auto-grow object is covering up some of the memo field. To fix this use the Send To Back command in
the Arrange menu (see “Changing the Stacking Order” on page 569 of the Panorama Handbook).

| My Checkbook:Check (100%) ="=7=0H
IN|||||||||||||||||||||||||||||||||||||||§|||||||||||||||q|.||||||||‘
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When you switch the form to Data Access Mode the auto-grow object completely disappears.

[ =——— My CheckbookiCheck =————H B

W w Aateqory (RERTLA] | =~ |

o WSETRGF o |y Fayroll Services B 1,743 28 =

1' Fayrall period from 1251492 10 12/20/92
e

=
¥ |
p=a

-
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But the real fun starts when you adjust the size of the window. The form adjusts automatically to the new
size! See “Elastic Forms” on page 922 of the Panorama Handbook for a complete explanation of how this magic

works.
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To get rid of the extra scroll bars and tool palette choose the Window Tweak command from the Form Tools

submenu of the Wizard menu (see “Turning Window Components On and Off (Window Tweak Wizard)” on
page 150 of the Panorama Handbook).

[0 =—— My Checkbookitheck =—=HH
mmfzafaa SRl Cateqory

BEWF oy Fayroll Services B 1,749.38
JeRF avrall period from 12514592 10 12720798

%

In this case you may want to use the tool palette. To get it back uncheck the Tool Palette option in the Window
Tweak window.

@ E""J W|ndc:w Tweak

: Tnul Falette
Ak IE'i\fertlEd Scroll Bar
#  “Horizontal Scroll Bar

Then press the Tweak button twice. Here’s the final result.

=———— My Checkbook:Check=———— H H
| Date [FIPEIECRN Morrter EEEM Cateory ENEIL
Q_F' Foly Fayrall Services B 1,749.3Z8

LR 2ol period from 12514598 to 12/20/98
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Oh yeah, one more thing. You have been remembering to Save, right? Well, go for it now, and you’re done.
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Lesson 3: Building an Invoice Database

Now that you’ve mastered basic skills in building databases, forms and procedures you’re ready to tackle a
more complicated task. Organizing invoices (or similar forms like statements, purchases, quotes, expense
reports etc.) is one of the most common jobs performed by database programs. Just as with the databases in
the earlier two lessons you’ll start by launching Panorama and the New Database Wizard. Instead of build-
ing this database from scratch you’re going to use the pre-built Invoice favorite. To do this click on the yellow
star and choose Invoice.

N 00 New Database Wizard
i - - '
w &[5 W 3 2
PR, % N
Auto Log P Reture e Help  Preferances
] Checkbook ET'I’PE DIGITS  CAPS CLAIRVOYANCE™ DEFAULT VALUE
Contacts B Fa— =

Equipment Inventory
Expense Log

Mailing List

Parts & Labor Invoice
Price List

Price List (Discount)
Product Inventory
Super Contacts

Time Card
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When you select this template the wizard will call up a list of definitions for the twenty fields required for an
invoice, including default values and calculations.

.00 New Database Wizard
x VW W
% v 2N
favorites 1 Ut ohooed ANl Fekds Help  Preferences
FIELD NAME TYPE DIGITS CAPS CLAIRVOYANCE™ DEFAULT VALUE
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v
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+) (=) City £ (Text 3 Word 3 A
+) (=) [etate o, | Text 3 M =
(#) (=) 2ip £ (Team 3 (Word 3 =
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4+ (= |Phone wi, (Text 3 of ¢ = i
+| =) Memo wr, | Text : ] D
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Ay T ITMﬁ_,g., W | Numerc Float = IE:.?E i
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Make Mew Database | Foady o buwid now databaso with 19 fiaids
4

Press the Make New Database tool to actually create the database. Since this database contains line items,
Panorama will ask you how many line items you want. By default the wizard will create a database that
allows up to six line items per invoice. Let’s increase this to twelve line items per invoice
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The new database has so many fields that we can only see a small portion of them at once using the data
sheet. In a moment we’ll create a form that is much better suited to displaying this data.

®06 Untitled

L 2| Murn | Date Marne Cornpany Address City I State | Zip I:u:nuntr'_'f‘
R =270 ' '

0

it
ik
L4
1 visible/1 total | = » YAl

Before going any further you should Save the new database. Give it the name My Invoices and save it in the
same folder as your first two databases. Be sure to check the Save Window Positions option in the Save As
dialog if it isn’t already checked.
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Line Item Fields

The New Database Wizard invoice template contained 20 fields. However, if you look in the design sheet (use
the View menu) you will see that the database actually contains 64 fields.
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Lyt Murnetric O Right *, Ay off  0Off Off “es
Itern Text ] Left Ay off  Off Off “es
Priced Murmneric Float Right #, ## ANy Off  Off Off  Yes
amountd  Numeric Float Right #*, ## Ay Off  Off Off  ‘Yes Aty *Prices:
QS Murnetric O Right *, Ay off  0Off Off “es
Q10 Murneric O Right *, Ay off  Off Off “es
Itern10 Text ] Left Ay off  Off Off “es w
Price1ld  Mumeric Float Right #, *# Ay Off  OFf Off  Yes
Admount1 D Mumeric Float Right *, *# Ay Off  OFf Off  Yes Qe Price:
Qi Murneric O Right *, Ay off  Off Off “Yes
Iterni Text 0 Left Ay off  Off Off “Yes
Pricel1 Murneric Float Right *,*# Ay Off  OFf Off  Yes
dmount1 1 Mumeric Float Right *, *# Ay Off  OFf Off  Yes Qe Price:
Oyl 2 Murneric O Right *, Ay off  Off Off “Yes
Iterni 2 Text 0 Left Ay off  Off Off “Yes
Price12  Mumeric Float Right #, *# Ay Off  OFf Off  Yes
Admount1 2 Mumeric Float Right *, *# Ay Off  OFf Off  Yes Qe Price:
SubTotal  Mumeric Float Right *, *# Ay Off  OFf Off  Yes Armount 1 +A&mount 2+ Armou
TaxRate Murneriz Float Right Ay off  Off Off ‘ez 7.75
Tax Murneric Float Right *,*# Ay Off  OFf Off  Yes TaxRate*SubTotal /100
Shipping  Mumeric Float Right #*, *# Ay Off  Off Off  “Yes S.00
Total Murneric Float Right *,*# Ay Off  OFf Off  Yes SubTotal+Tax+Shipping 1
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The solution to this mystery is that four of the fields in the template, QtyQ, ItemQ, PriceQ and AmountQ, are
actually a special kind of field called line item fields. The wizard expanded each of these into 12 fields, Qty1,
Qty2, Qty2, etc., Item1, Item2, Item3, etc. This allows the invoice to contain information about up to 12 sepa-
rate items. It’s difficult to work with so many fields in the data sheet view, so you’ll create a form that allows
you to display and edit the data in a format that looks like a traditional paper invoice.
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Creating an Invoice Form

You already know how to create a new form, so make one named Order Entry. There’s no need to open itin a
separate window, you won’t be needing the data sheet again.

Create New Form

New Form Name: ! Insert before:

gprder Entry r F‘H

(: Cancel jl l[: Blank Form jl l[: Quick Label :} {: Quick Repnn:)
T —

|
—

Using the techniques you’ve learned make the form look like the illustration below. If you need to review
these techniques see “Creating a Data Entry Form” on page 62 and “Drawing a Check Form” on page 166.
You may find it easier to switch the rulers to pixels instead of inches as shown in the illustration below, see
“Rulers” on page 506 of the Panorama Handbook to learn how to do this.

rectangle

click text object data cell

| /

O=————"F My Invoices:Order Entry (100%) ——— 0|5

Irveaice #  WNurn Date [rate
Marme Marne

Cormpany Cornpany

dddress Address

City
Country Country
FPhane Phone
Memmo
Merno

#0pt wOpt AxOpt Ayw0Opt
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Adding Line Items to the Form

The heart of the order entry form is the line items. This section of the form will contain 56 objects — 48 data
cells (4 columns by 12 rows) plus 4 text objects and 4 rectangles for column captions. Fortunately the Auto
Cell Layout dialog will create most of these objects for you automatically. You’re going to create the line
items in the blank area to the right of the objects you’ve already created. Start making sure that black is the
currently selected color (see “Color” on page 526), then click the mouse in the upper left hand corner of this
blank area.

[ =————-————— My InvoicesOrder Entry {100%) =——— | B

Ineaice ®  Murm Date Date

Mame Marne

Cormpany Cornpany

Now choose the Auto Cell Layout command from the Arrange menu. You’ve seen this dialog before. Since
we want to create line items press the Line Items button. This selects all of the line item fields.

Automatic Cell Layout

{ Select All Fields ) [ Line Item5> Layout: ™ Across || Same Width
Num |4 1 Object Height (Lines)
Date ¥ — . g

Name 0 'Spacing (Pixels)
Company Extras: ™ Field Names || Boxes
Address

gtge SuperObject: [ | Create SuperObjects™
Zip Borders: _ Top | |Left

Country | Bottom || Right

Phone _ 1Shadow [ 3D

ME";“ Formatting: f‘.ﬂ.fr'au at end of line
Qty " | Non-White Background
Iteml :

Pricel Term when: f Return ¥ Tab
Amountl | Up/Down Arrows

Qty2 A

Item2 v [: Cancel ) [: 0K )
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You don’t need to change any of the other options, just press the OK button. Panorama will automatically
create all 48 data cells you need in 12 rows by 4 columns.

My Invoices:Order Entry (1000 = M H

Invaice #  MNurn [Cate Cate
Marne Marne

[IIl'] ¥

&ddre

Country Co
Phone Phone
Ferno
Ferno

| Qtw|termnl 2 J Price1 2 drnount 1)

=0pt wOpt AxOpt AwOpt

You’ll need to make some adjustments to make the line items look right in your invoice. Start by choosing the

Spacing command in the Edit menu (see “Adjusting Spacing Between Multiple Objects” on page 556 of the
Panorama Handbook).

Adjust Object Spacing
_ Direction
@ Vertical ) Horizontal

— Space Between Objects

1|  pixels

(Gancel )
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Click the Vertical option and type in 1 for the pixel spacing. Then press OK to adjust the vertical spacing
between the lines. There is now one pixel in between each line.

[ ="——————— My Invoices:Order Entry {100%:) ="0——————— N H
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]N]
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CELL
.:]:J =20
yd
[ ]
)

40

TILE &0

f==ll =N

Next you’ll want to adjust the width of the columns, starting with the Item column. To adjust the width,
move the mouse over the lower right hand handle of one of the objects in the column, then press and drag to
the right. Hold down the Shift key to make sure that you don’t change the height of the object, only the
width. If you hold down the key (the letter S) you don’t have to exactly press on the handle itself, any-

where close to the bottom right hand corner of the object will do (see “Resizing Without Handles” on
page 516 of the Panorama Handbook).

Pl 20 40 el 20 1DD12U14D1ED1EUEDDEEDE4UEEDEEDEUU32D34DEEU3ED4DD42U44D4ED4EU5DD52054U56

[lIl'| ¥
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When you release the mouse all of the selected objects will adjust to the new width (see “Cluster Resize” on

page 541 of the Panorama Handbook).

My Invoices:Order Entry {100%)

=S

FI=

|2I:I |4EI |E-I:I |E!I:I |1EIEI|12I:I|14EI|1E~EI|1EDlEDDlEEDlE-’-‘rDlEE-EllEED|3DD|32D|34D|36D|38D|4DD|42D|44EI|4ED|4ED|5DD|SED|S4D|56D

Invaice ®  Num Crate _

H-:I-:Ir ezz Address

Country Country
Phone Phone
Ferno
“lerno

L | »

Repeat as necessary until all the widths look the way you want. You can also nudge the widths with the
arrow keys for fine adjustments (after dragging the width, see “Nudging the Size of an Object” on page 513

of the Panorama Handbook).

My Invoices:Order Entry {100%%)

=S

FI=
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. s

[Cate Cate

H-:I-:Ir ezz Address

Country Country
Phone Phone

“lerno

While holding down the Option key (Macintosh) or Alt key (PC) drag the small purple rectangle next to the

Date cell over the Qty1 text.

My Invoices:Order Entry {100%%:)

2=

4

When you release the mouse there will be a new purple rectangle covering the text.
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Adjust this rectangle so that it exactly covers the Qty1 text (see “Nudging the Size of an Object” on page 513
of the Panorama Handbook).

[ ="——————————— My Invoices:Order Entry {100%:) ="0————— M| H
- Z0 (40 60 |20 |100)120)1 401601 20|Z00[220|240| 265|280 E00E 20240 260Z20400|4 Z0|4 40| 46080500520 540|156

[IIl'] ¥

While holding down the Shift key and the Option key (Mac) or Alt key (PC) drag this rectangle to the right
over the Item1 text.

Fl 20 40 el 20 (100012000 401 01 202000 220)2401260 EIEEI 0020340130 32040004 2004 4 04 e 020 500 S5 20154 058

[lII')| ¥

Adjust this new rectangle so that it covers the Item1 text.

OI===——————— My Invoices:Order Entry (100 =———————— =]
Fl 20 40 (50 (20 (100012001 4001 60| 1 20)200) 220|240 260220 3002201240 260 320400142014 404504 20| SO0S 20|34 0560 &

Repeat for the Price and Amount columns.

O===————— My Invoices:Order Entry {(100%:) =—c————————— B
Fl 20 |40 (g0 |30 (10012001 401 60)1 S0)200)220|240| 260|280/ 300|320/ 340\ 260|350)H 0014 20(14 404604 S0 S0RS 20| 34056

[Ill'| ¥

While holding down the Shift key, click on each of the four purple rectangles you just created. This selects all
four objects (see “Selecting Multiple Objects at Once” on page 502 of the Panorama Handbook).

hold down SHIFT key and click on each object you want to select

Od——————— My Invuices:ﬂry/er En\tn..r {lﬂﬂﬁ-’u}% B
P 20 (40 |60 |20 (1001 2001401 601 20| 200| 220|240 2A0 220|200 Z 20 E 4026 0| a0 NG 204 O E0[E005 20| 54056
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Now choose the Send to Back command from the Arrange menu (see “Changing the Stacking Order” on
page 569 of the Panorama Handbook).

Arrange

Bring to Front
S5end to Back

Group #0
Lngroup

Using this command moves the four purple rectangles behind the four text objects, making the text objects
visible again (see “Overlapping Objects” on page 568 of the Panorama Handbook).

[===————————— My Invoices:Order Entry {100%) a————————— M
- 20 40 |60 g0 (10012001 4001 601 S0[Z00| 2202 4 0260|280 300 20| 34 0 26 0 Ee0 4004 2044036 0 d 20500 S 2 0S4 0[5

[IIl'] ¥

Because the text objects are black on a purple background they aren’t very easy to see. To change that, start by
clicking on an empty spot on the form. Clicking on an empty spot makes sure that the four purple rectangles
are no longer selected.

OD0====———— My InvoicesOrder Entry {100%: ) =———————— =]
Fl 200 (40 50 |30 100012001 4011 601 S0/200/220 240 2600280/ 300320540 30 33000042004 4 0 4E 014 S0 3001520 534036

LHII°]

click on any empty spot to make sure that no objects are selected
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Now hold down the Shift key and click on each of the four text objects. With the four objects selected change
the color to light blue to match the other caption text (see “Color” on page 526 of the Panorama Handbook).

hold down SHIFT key and click on each object you want to select

=My Invuices:ﬂrqér En*r",u.-r {100%:) E B
FIx Z0 (40 (E0 |20 10001 201 401 601 202002202 40|50 2202003 20 24 0 360 [Z a0 400 04 4 450|500|5 2054056
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The text will turn light blue, almost white.

OI===——————— My Invoices:Order Entry (100 =———————— =]
Fl 20 40 je0 |20 (10012001 4001 6011 202002200240 260/ 220|200 2201240 20| 2204004 2004 404204 201500 52054 0125

[IIl'] ¥

The annoying white border around the text objects is because these are auto-wrap text objects (see “Fixed
Text Objects” on page 587 of the Panorama Handbook). The border will go away when you switch to Data
Access Mode. However, we are going to convert these objects from Auto Wrap text into Click text. To do this
drag the lower right hand handle of the object up over the upper right hand handle (see “Moving and Resiz-
ing Fixed Text Objects” on page 590 of the Panorama Handbook).

U|460|4201500:52

e 15, Arountl

el Amountl’
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When you release the mouse the text is converted into click text, and the annoying border disappears.

[=————— My InvoicesOrder Entry {1007 =—"——— M| H

Invaice ®  Mum Date Date [l'lt-. f 1_]|_+_.;-m i

Marne Marne v lte

Late Date Qi1 [Itermn 1 Pricel| #Amounti

Now select the Text tool and edit the text to remove the 1 from the end of each object.

OI===——————— My Invoices:Order Entry (100 =———————— =]
20 40 (50 |20 (100012001 4001 60| 1 20)200) 2200240260220 3002201240 260 32000142014 40146014 20) S00B 20|34 0560 &

E ....... Invaice #  Mum Cate Crate Qtwe|ltem Price Armount] 28
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vl 2O

Switch back to the Pointer tool and drag a marquee around all of the line item objects (see “Selecting Multiple
Objects at Once” on page 502). Because of the arrangement of objects in the form it is probably easiest to do
this from the bottom right to the upper left.
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Now nudge the objects into alignment with the objects on the left hand side of the form (see “Nudging an
Object (or Objects)” on page 509 of the Panorama Handbook).
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Now you need to create the data cells for the subtotal, tax, shipping and grand total. Start by clicking on an
empty spot on the form (to make sure no objects are selected) and then drag a marquee around the Amount9
through Amount12 data cells.

Ferno
“lermo

While holding down the Shift key and the Option key (Mac) or Alt key (PC) drag these four rectangles down
below the other line items (see “Drag Duplicating” on page 561 of the Panorama Handbook).

“lermo

: Ao |...i'lglt 1 l:[
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Use the up arrow key to nudge the objects so that they are snuggled up with the Amountl12 cell, then select
the Data Cell tool.
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Move the mouse over the new Amount9 data cell you have created. The mouse arrow will turn into a tiny
menu icon (see “Working with Data Cell Objects” on page 635).
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Press the mouse and select SubTotal from the pop-up menu.

Num Itemb
[0=——————— My Invoices:Order Entry (100%) = Date Price6
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When you release the mouse the data cell will be assigned to the SubTotal field.
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Repeat this for each of the other three data cells.
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Since you’re pretty much a professional by now you should have no problem finishing up this form so that it
looks like this.
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Be sure to Save this masterpiece before you go any further.

Entering Data into the Invoice

Before you can enter data into the invoice you must switch to Data Access Mode. You may also want to adjust
the size of the window to match the size of your form.

My InvoicesOrderbntwv =""—"——"—— [ &
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As you start typing data you’ll quickly discover a problem. Pressing the Tab key after you enter the name
causes Panorama to tab into the first Qty line item instead of the Company field. Oops!

My Invoices:Order Entry

1 [ 10/20/00 [ -
B irda Eischoff

2
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To fix this problem switch back into Graphic Design Mode. While holding down the Shift key click on the
Name, Company, Address, City, State, Zip, Country, Phone and Memo data cells
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Now select the Group command from the Arrange menu.

Arrange

Bring to Front 3=
Send to Back 3 -
Lngroup

This command combines the nine objects into one combined object (see “Grouping Objects Together” on
page 536 of the Panorama Handbook). Instead of having handles around each individual object (see illustration
above) there are now only four handles around the four corners of the combined object.
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Now each time you press the Tab key Panorama will advance to the next cell within the group (see “Tab
Order in Forms” on page 670 of the Panorama Handbook).

Inwvoice *
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My Invoices:Order Entry
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The next tab will bring you to the first line item field. Enter the quantity, item and price.

My Invoices:Order Entry
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When you press the Enter key Panorama will calculate the line item total, subtotal, tax and grand total.

O My Invoices:Order Entry BE
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These calculations were set up for you by the New Database Wizard. To learn how to set up or modify these

calculations yourself see “Automatic Calculations on page 303 of the Panorama Handbook.
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Lesson 4: Building a Price List

Now that the invoice is complete you will build a price list database and link the price list to the invoice. Start
by launching Panorama and the New Database Wizard. The price list database will have two fields — Item
and Price, so fill in the wizard as shown below.

fnon New Database Wizard
‘-'.:;? '-._ﬂ__:-' E- - q:_._ '_‘ -
~. P W A
} Choose s Claar :
Favorites Import File [T:f::::;? All Fislds :E!E::I Help Preferances
FIELD NAME TYPE DIGITS ~ CAPS CLAIRVOYANCE™ DEFAULT VALUE

=i =1 ! Hern w1 Text - Off &) D
i) =) P lee wi | Mumeric 3 | ( Money 3

Make Mew Database | Fosdy fobuild now dalobase with 2 Foigs .
. ___________________________________________________________________g

When you press the Make New Database button the wizard will create a new database for you, then it will
offer to pre-fill the database with sample data. Press Yes and the new database will appear, complete with
data.

@06 Untitled

Lo Hem Price P
il Soft Lead Yood Pencils 1.99
a= | Medium Lead %Wood Pencils 1.99 m
1 Hard Lead %ood Pencils 1.99
Fencil Cap Erazers 0.29
Fink Erazer 0.4
Fink Erazer (Large) 0.72
Fencil Sharpener .79
Drafting Pencil 0.5mmmm 8.69
Lead Refills O.5rim 1.09
Drafting Pencil 0.7 8539 [~
Lead Refills O.7rmm oS |~
Drafting Pencil Eraser 2.79 T

| &5 vizible /65 total Ill A r W air
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Before continuing you should use the Save command in the File menu to save your new creation. The first
time you save any file Panorama will ask you to give it a name. When everything is set up press the Save but-
ton. (To see what this dialog looks like on the PC see “Saving Your Work” on page 12.)

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

N—
P

Save As) '_ My Price List B
R -
[ alp> ] Eﬁ-l[[[l" L.! Tutorial M

| Name .| Date Modified
M| My Checkbook Today

F s
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= Classic @] My Invoices Today
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™

% Network

Ik Ip

=l Alaska

.| isightWeb ...
. CocoaCest...
[ Desktop

[# Operations
A Applications
A jimrea

'y Documents
& Movies

& Music

1 Pictures

i Fawnritoc

@ Panorama () Text Only ( Set

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

M Fold C I
CTLTD Ceance) @S

tell Panorama to save window positions
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Linking the Price List to the Invoice

The price list is now ready to link to the invoice. The link will be designed to look up a price automatically
when an item is entered into the invoice. Start arranging the invoice and price list windows so that both are
visible, with the invoice window on top (something like the illustration shown below).

Invoice # Ry 10722 ,/00 Dty lten Pricel  Amount
VEIGER inda Bischoff 12Pencils 0.539 T.08

ELl-1ark Energy Co
dddress SR Ed N

Fesna ICa |9zT747

Country
SLLEE. 209) 452-1255

T.08
7.5 0.55
TES| -
[ Item 1 vigible#1 total k|
S| Soft Lead Waod Pencils —
ﬁl Mediurn Lead wood Pencils 1.29
Hard Lead ‘Wood Pencils 1.29
‘E‘J Fencil Cap Erasers 0.9
EJ Fink Erazer 0.49
Fink Erazer [Large) 079
[+ Fenczil Sharpener 3.7
Ly | Drafting Pencil O.3mm 2.9
Lead Refills 0.5mm 1.09
Drafting Pencil 0.7 2.9
Lead Refills 0. 7rm 109 [
Drafting Pencil Eraser 273 (-
63 visible /65 total L | [LFY M

Using the View menu, switch from the invoice form to the invoice design sheet (see “The Design Sheet” on
page 212 of the Panorama Handbook).

® O 6 My Invoices:DESIGN
Field Marme | Type Crigit=s| &lign | Output|] | Dup Defau Equation Fead “rite “Width MNotes -1
L
| EPEE rurneric O Right #, Yoz +1 0 0 z .
i | Date Date ] Left Yes today ] 0 E m
Marne Text ] Left Yes ] ] 15
| Cornpany  Text ] Left Yes ] 0 15
Address Text ] Left Yes ] ] 15
City Text ] Left Yes ] 0 12
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Double click on the Equation cell in the Pricel row.

e E s

My Invoices: DESIGMN

_.__ Field Marme | Type Crigit=| Align | Outputf] | Dup Defau Equation Eead ‘wWrite “idth Motes
; P Murn Murnetric O Right #, Yes +1 ] ] z
%uﬂ Cate Crate ] Left es today ] ] =]
——1 Mame Text 1] Left fes 5] ] 15
ﬂ Cornpany  Text ] Left es ] ] 15
é fddress Text 1] Left fes 5] ] 15 m
: City Text ] Left es ] ] 12
,H State Text 1] Left fes 5] ] 4
I_r cip Text ] Left es ] ] ]
— Country Text ] Left Yes ] ] 10
Fhiore Text 1] Left Tes ] ] 12
Merno Text 1] Left fes 5] ] 20
iyl Murneric O Right #, es ] ] z
lternl Text 1] Left fes ' 8] 1] 10
Fricel i i i e
arnountl  Murmneric Float Right #, #®#®|l Yez
Qty2 Murnetic 0 Right *, ez
ltermz Text 1] Left Tes
Fricez Murneric Float Right #, ##®[ ‘Yes :
armountZ  Murmmeric Float Right #, ®#®|l Yez M1 Price) 0 0 £
LiyE Murneric 0 Right *, es ] ] z
[tern3 Text 1] Left fes 5] ] 10
Frice2 Murneric Float Right #, ##[ ‘Yez 0 0 £
arnountZ  Murmneric Float Right #, ®#®|1 Yez M1 Price) 0 0 £ 2
Lyed Murneric O Right #, es ] ] z ¥

Now choose lookup(...) from the Functions menu (see “Functions Menu” on page 45).

Functions

Operators Flower{text)
Advanced P maxinumbernumber)
Arrays P min{number,number)
Hcond truefFormulafalseFormula) hiscC 2
abs{number) pattern{inumber,pattern)
asc{text) rep(text,number)
chr{number) replace{textoldtextnewtext)
citv(zip) replacemultipleftextoldtexthewtextsep)
clipboard() rnd()
county{zZip) round{number,step)
Date & Time b sandwich{pretextiexdtsufbext)
divZzero(humerator,denominator) searchi{text,phrasetext)
exportcell{field) seqg()
extract{text,separator,itemnumy) sizeof(text)
fieldstyle{fieldname) state{zip)
fix{number) str{number)
fixed{number) strip{text)
float{number) stripchar{text,range)
grabdata(file field) striptonumf{text)
Graphics P striptoalphaitext)
import() sumiliney)
Info P unigueid{field,root)
int{humber) upper{text)
length{text) upperword{text)
listchoices{field,separator) val{text)

M RPN -crobiank(number)
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Choosing this menu item opens a dialog for setting up the | ookup( function (see “Linking With Another
Database” on page 131 of Formulas & Programming).

Lookup Function Wizard

| want to retrieve information from the | E

r - -
database using the | lookup %] function.

The information | want to retrieve is in the | | H field of this database.

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

field | '# ] in the database Untitled

matches the field

' # | in the database My Invoices.

( Cancel } ( OK )

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

Lookup Function Wizard

| want to retrieve information from the Zipinfo_Zipinfo.com B
‘ , New Database Wizard
database using the | lookup 1 My. Checkbook
My Invoices

The information | want to retrieve is in t field of this database.

Favorite Databases

The information | want to retrieve is in tha"MMEMF

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

Lookup Function Wizard

| want to retrieve information from the | My Price List K}

database using the | lookup "% | function.

The information | want to retrieve is in the | ltem

i. ' % field of this database.
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We want to look up the price where the Item in the price list matches the Item value in the invoice. So select
Item from My Price List.

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

in the database My Price List

I-H in the database My Invoices.

li Cancel jl li OK 31

Select Item1 for the last pop-up.

ALY SR

The information | want I Address record where the
City

State
matches the field Zip in the database My Invoices.

Country
Phone

Memo (_Cancel ) (_ Ok )

field | ltem abase My Price List

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

Lookup Function Wizard

| want to retrieve information from the | My Price List K

lookup

database using the % ] function.

The information | want to retrieve is in the @ Price | #] field of this database.

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

field | Item /%] in the database My Price List

" ltem1

matches the field

v ] in the database My Invoices.

( Cancel C OK :“}

Press the OK button to build the formula for looking up the price.

CRENS) My Invoices:DESIGN
Field Marme Type Crigit= Align | Output|] |Cup Defau Equation Read  Mrite  'Width MNotes
Murin Murneric O Right *, Yes +1 0 ] 3 :
Crate Crate ] Left Yes todaw ] ] =]
Marme Text ] Left Yes ] ] 15
Cornpany  Text ] Left ez ] ] 15
fddress Text ] Left Yes ] ] 15
City Text ] Left ez ] ] 12 m

o | State Text ] Left Yes ] ] 4
cip Text ] Left ez ] ] a
Country Text ] Left Yes 0 ] 10
FPhone Text ] Left Yes ] ] 12
Mermn Text ] Left Yes ] ] 20
Oty Murneric O Right *, ez ] ] 3
Itern Text ] Left Yes 8] 1] 10
Fricel Murneric Float Right #, ##[ Yez lookup "My Price List"”,"tem” el =, "Price" 0,00
amountl  Mumeric Float Right #, #*#l Yesz
Qty2 Murneric 0 Right *, Yes
Itern2 Text ] Left Yes
Fricez Murneric Float Right #,.##[ Yez g
amount2  Mumeric Float Right #, ®*#®|l Yesz QT Prices: ] 1] &

To learn more about how this formula works see “Linking With Another Database” on page 131 of Formulas
& Programming. The formula generated by the dialog needs one slight adjustment — | t el must be replaced
by | t en2. To type the Q character use Option-Z on the Macintosh and Alt-0166 on the PC (see “Special
Characters” on page 57 and “Line Item Fields” on page 52 of Formulas & Programming).

-

ity 1

(LS

_—n

e

— — Py

Murnetric 0 Right *, fes 0 0 z
Itern Text ] Left Yes ] 1] 10
Pricel Murneric Float Right #,.®*#®[| Yes lookupl "My Price List","Hem" = Hemi s, "Price” ,0,0)
armountl  Mumeric Float Right #, ®#(| Yes
QiyZ2 Murneric 0 Right *, fes
[ternz Text a Left Tes
Pricez Murmneric Float Right #, ®#®[| Yes
armount2  Mumeric Float Right #, ®#(| Yes QT Price ] 1] [
QiyE Murneric 0 Right *, Yes ] ] 3



Page 212 T Panorama Tutorial

Once this adjustment has been made press the Enter key. Panorama will respond with this dialog (see “Mod-
ifying Line Item Fields” on page 225 of the Panorama Handbook).

Would you like Panorama to apply this change
to every Price field in the design sheet?

Hﬂ-—) |1 Yes, and don't ask me again. J

.

| No ) i\ No, and don't ask me again. j

Press the Yes, and don’t ask me again button. Panorama will update not only the Pricel field definition, but
also Price2, Price3, Price4 etc. You can see this by scrolling down the design sheet. (We’ve split the window
Into two panes (see “Splitting a Window” on page 145 of the Panorama Handbook) and expanded the width of
the Equation column to make this easier to see.)

®O6 My Invoices:DESIGN

Field Marme Type Crigit= Align | Output|] |Cup Defau Equation Read | write W&
Qi Murneric O Right *, Yes 0 ] T
Itern Text ] Left Yes ] ]
Fricel Murneric Float Right #, #*#[l Yez lookupl "My Price List","tem" < tems  "Price” 0,00 0 ]
amountl.  Mumeric Float Right #, ##[ Yez QT Prices 0 ]
Qi Murneric O Right *, Yes 0 ] m
Itern2 Text ] Left Yes ] ]

| Pricez Murneric Float Right #, #*#[l Yez ( lookupl "My Price List","tem" <« temss, "Price” 0,00 ) 0 ]
amount2 Mumeric Float Right #, ##[ Yez T T Prices 0 ]
Qg3 Murneric O Right *, Yes 0 ]
Iterns Text ] Left Yes ] ]
Frice3 Murneric Float Right #, #*#[l Yez ( lookupl "My Price List","tem" <« temss, "Price” 0,00 ) 0 ]
amountd Mumeric Float Right #, ##[ Yez T T Prices 0 ]
Qi Murneric O Right *, Yes 0 ]
Iternd Text ] Left Yes ] ]
Friced Murneric Float Right #, #*#[l Yez ( lookupl "My Price List","tem" <« temss, "Price” 0,00 ) 0 ]
amountd  Mumeric Float Right #, ##[ Yez T T Prices 1 0 ]
Qiys Murneric O Right *, ez 0 ]
[temS Text a Left Tes ] ]
FriceS Murneric Float Right #, *#®[l Yesz ( lookup "My Price List","em" < tem s, "Price” 0,00 ) ] ]
amountS Mumeric Float Right #, ##[ Yez T T Prices 0 ]
Qive Murneric O Right *, Yes 0 ]
Iterns Text ] Left Yes ] ] k
Frices Murneric Float Right #, #*#[l Yez ( lookupl "My Price List","tem" <« temss, "Price” 0,00 ) 0 ] '
amounts  Mumeric Float Right #*, ##[ Yez T T Prices : 0 ] ¥
th SRR I N R E R .

Now click on the Iteml field name (we’ve also unsplit the window and reduced the width of the Equation
column).

®O6 My Invoices:DESIGN
..J Field Marme | Type Crigit=| &lign  Qutput B Input | RBange Choices Link Clai Cup! Defau Equation -
- v
n&: Qv MNurneric O Right *, Aurry off Yes -
iﬁ m Text O Left Ay Off || ‘es '
Pricel Murneric Float Right * #=# Ay Off Yes lookupl "My Price List","l
ﬂﬂ- Amount]  Mumeric Float Right *, #®#¥ Ay Off ez My Price |
E Qw2 MNurneric O Right *, Aurry off Yes m
. ltermz Text o Left Ay Off Yoz
nb:l Pricez Murneric Float Right * #=# Ay Off Yes lookupl "My Price List","li
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Choose the Set Up Link command from the Special menu (see “Clairvoyance® Across Multiple Files” on
page 286 of the Panorama Handbook).

Set Up Clairvoyance Link to Separate Field

Choose Database
_ChannelLib
_Databaselib

Choose Field
ltem
Price

)

_DialogAlertLib
_DiskLib T
_FormLib

_ImportExportLib
_InternetLib
_MenulLib

_SpeechLib

_TextLib

_UtilityLib
_WebContentLib
Ziplnfo_ZipInfo.com
Mew Database Wizard
My Checkbook

My Invoices

My Price List "
Favorite Databases "

([ Cancel | | OK |

On the left hand side select My Price List. Then select Item on the right hand side (as shown above).

Press OK to set up the link.

® 06 My Invoices:DESIGN
Field Narne | Type Crigit= Align | Output | Input | Range | Choices  Link Cll| Cup Defau Equation ‘h
o] Qs Murneric O Right #, Ay 0ff| Yes ::
Ih Text 0O  Left Aniy ( My Price List:ltern ) On| Yes
1 Pricel Mumeric Float Right #, ## Ay 0f| Yes lookupl "My Price List","11
armountl  Mumeric Float Right #, ## Ay of| Yes Aty *Pricedy
iy Murneric O Right #, Ay 0ff| Yes m
Itern2 Text 0 Left Ay 0ff| Yes
Pricez Mumeric Float Right #, ## Ay 0f| Yes lookupl "My Price List","I1
amount2 Mumeric Float Right #, ## Ay of| Yes Aty *Pricedy
Qiy3 Murneric O Right #, Ay 0ff| Yes
Itern3 Text 0 Left Ay 0ff| Yes

The link must be copied to all of the other item fields (Item2, Item3, Item4, etc.) To do this, double click on the
link.

SRala] My Invoices:DESIGN

Field Mame | Type Crigits Align  Output F Input | Range Choices | Link Cll| Dup Defau Equation "I
Dty MNurneric O Right #*, Ay 0 ez 2 i
Iternd Teuxt 0 Left By Py Price List:ltern

Pricel Murneric Flaat Right #, ## Ay w laakupl "My Price List”, "l
Armountl  Mumeric Float Right #, ®# Ay 0fi| Yes P ice) j
L Murneric O Right #*, Ay 0ff| ‘fes m|
Harm? Ta+ n | aFt F] (mE; Yas
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When you press the Enter key the link specification will be copied to all of the other Item fields.

® 06 My Invoices:DESIGN

Field MNarme | Type Ligit=| Align | Dutput F| Input | Range | Choices Link Clf| | [up Defau Equation
iyl Murneric 0 Right #, ANy Yes z
Itern Text ] Left Ay My Price List :ltem Yes
Fricel Murneric Float Right #, ## ANy Yes lookupl "My Price List”,"li
Arnountl. Murneric Float Right #, ## ANy ez M Pricer)
iy Murnetric 0 Right #, Ay off| “es m
ltorm2 Text 0O Left Ay ( My Price List:iten ) 0| Yes

| Pricez Murneric Float Right #, ## ANy 0f| Yes lookupl "My Price Lizt”,"l
Armount2  Murneric Float Right #*, ## ANy 0f| ez M Pricer)
iyE Murnetric 0 Right #, Ay off| “es
IternZ Text ] Left Ay (M'_-,-' Price List :Item) off| “es
Frice3 Murneric Float Right #, ## ANy 0f| Yes lookupl "My Price Lizt”,"l
ArmountT  Murneric Float Right #*, ## ANy 0f| ez M Pricer)
Qg Murnetric 0 Right #, Ay off| “es
ltornd Text 0O Left Ay ( My Price List:iten ) 0| Yes
Friced Murneric Float Right #, ## ANy 0f| Yes lookupl "My Price Lizt”,"l
Arnountd  Murneric Float Right #*, ## ANy 0f| ez M Pricer)
Qiys Murneric O Right *, Ay 0f| “Yes
IternS Text 0O Left Ay (M'_-,-' Price List :Item) of| es
PriceS Murneric Float Right #, ## ANy 0f| Yes lookupl "My Price Lizt”,"l
ArmountS  Murneric Float Right #, ## ANy 0f| ez M Pricer)
Liye Murnetric 0 Right #, Ay off| “es
lterns Text 0O Left Ay ( My Price List:iten ) 0| Yes .
Frices Murneric Float Right #, ## ANy 0f| Yes lookupl "My Price Lizt”,"l
Armounte  Murneric Float Right #*, ## ANy 0f| ez M Pricer) ¥
4 k| B | |--|a||r-:' E J 4|

Use the View menu to switch back to the Order Entry form. When Panorama asks you if you want to create a
new generation, press the Yes button (see “Database “Generations”” on page 212 of the Panorama Handbook).
Then Save the database before continuing.

Using the Linked Invoice & Price List

Since you’ve set up a Clairvoyant link between the invoice and the price list you’ll only need to enter the first
few letters of a description.

My Invoices:0Order Entry

1 EYCY 102800 Qte|Iterm Price|  &mount

inda Bischoff 12| Blue Medium Ball Point Pen
llark Energy Co

LG DI RS S5 W, Harbor Cir.

Fesna ICa 93747
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When you press the Enter key Panorama will look up the price from the Price List database. Once the price is
looked up Panorama will then automatically calculate the subtotal, tax and grand total.

1 10722700 >
inda Bischoff 12 0.69 2.28)| =

ark Energy Co
55 M. Harbor Cir.

Fesna ICa 93747

209) 452-1355

8.28
TS 0.54
8.9z -
1 vizible /1 total oA ({1 k|
You can enter up to 12 items in each invoice.
E = My Invoices:Orderkntry=—"F——— E
Invaice ® Date RIECEi] Qty|ltern
WEIGEN inda Bischoff 12E e Mediurn Ball Paint Pen 0.69 2.28)| =
(BT E T 1ark Energy Co ZFink Highlighter 1.19 257
255 N. Harbor Cir. akerno Pad .39 16.95
12FPaper Clips 1.59 19.038
Fesno lcalszmar| = 2.39 4.78
Country
SN 209) 452-1255
Merna
5266
TS 4.08
G674 -
1 vizible /1 total k|
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Creating a Procedure to Add an Item

Now you’ll write a very short procedure. Start by clicking on the Price List database.

=== My Price List =——r==— B
(| Itern Price |
St Lazer Faper (2.5 11) Zz99
Lazer Faper (2.5 x 14) 2699
Envelopes (100 449
Window Envelopes (*10) &.79
Ciouble Window Envelopes 2699 | |
Clipboard 1.79 |=
[ Merno Fad 29
Ly | Flastic Paper Clips 1.89
Faper Clips 1.59
Fusper Eandgall [
Thumb Tacks o7 [
Transparent Tape 119 (=
65 visible /65 total Wul T~

Use the View menu to create a new procedure named Add Item to Invoice (see “Writing a Procedure from
Scratch” on page 216 of Formulas & Programming). Type in the four lines shown below, exactly as they are
shown. (Remember, the Q character is typed in by pressing Option-Z on the Macintosh or Alt-0166 on the

PC. Depending on the fonts installed on your system the character may not look like Q, but it will work if you
press the right keys.)

[0 == My Price ListAdd Item to Invoice = B B
window "My Inwoices Order Entry ™ -
= ermnptyfield "ltermia” E
) Otya=1 =
EI termi==grabdatal"My Price Lizt","Hem™)
%
F
-
= —
-
Procedure opened. | L |ﬂl | k|

To check your typing use the Check Procedure tool. This tool can spot most typing mistakes (see “Checking
for Mistakes on page 220 of Formulas & Programming).

[0 == My Price ListAdd ttem to Invoice = 1 B
window "My Inwaices Order Entry ™ -
= ernptyfield Ulternia” E
L Uty=1 e
EI terni==grabdatal "My Price List","ltem"j
%
F
-
Ly £
Check Procedure =
r EIim| 2
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Assuming there are no errors use the View menu to switch back to the data sheet. (If there are any errors - fix
them!) Then pick the item you want to add to the invoice and choose Add Item to Invoice from the Action

menu.

ﬁ File Edit Yiew Fields Text 5earch 5ort Math Setup EWiOGE Wizards Help
Add Item _p: Invoice

My Price List =—=HH
Itermn Price |
Invizible Tape 1.89
Mazking Tape 2.99
Drafting Tape 1.29
Glue Stick 1.19
Glue Pen 239
Super Glue 1.79
White Glue 139 =
Fubber Cernent IE9 =
Fostal Scale 1995
Heawy Duty Letter Folder 19995
Yardstick 219 |
Steel Ruler 299 |-
£5 visible /65 total I 1 |IIIII | b |
The procedure will automatically add the selected item to the invoice.
| My Invoices:Order Entry ="—————— 1| B

Invaice ® 1 Date RIECEi] Qty|ltern Price|  Amount
WEIGEN inda Bischoff E lue Mediurn Ball Paint Pen
(BT E T 1ark Energy Co Fink Highlighter
Rl Ll R0 S M. Harbor Cir. Mermo Pad
Faper Clips

Fesna ICa 93747

Country
RPN 205]) 452-1255
Plermn

Subtotal R

Tax Rate Tax
Shipp ino

T-:-t.al

1 wisible /1 total

To learn more about how this procedure actually works see “Assignment Statements” on page 243, “Win-
dows” on page 445 and “Moving Left and Right” on page 515 of Formulas & Programming.

Creating a Price List Form with Buttons

Now you’ll create a price list form with buttons for adding items to the invoice. Start by using the View menu
to create a new form named Add.

My Price List:Add (100%) = 0 H

O

1 2
||||||||||||||||||||||||||||||||||||||||||||

L] »
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You’re going to make a View-As-List form (see “View-As-List Forms” on page 899 of the Panorama Hand-
book). To do this start by selecting the Tile tool. You may need to scroll the tool palette to access this tool (see
“Scrolling the Tool Palette” on page 143 of the Panorama Handbook).

[0 = My Price ListAdd {100%) = E B

1 2
s |||||||||||||||||||||||||||||||||||||||||||| -

—_

S

: CI~J] « [} [»

Expand the width of the window slightly, then drag the mouse across the form to create a tile (see “Working
with Tiles” on page 908 of the Panorama Handbook).

[ == My Price List:Add {100%) =
b ||||||||||||||||‘!|||||||||||||||?|||||||||||||||$|§||||| t
____________ .
Ead
A Jul] [v] -
When you release the mouse a new data tile appears.

[0 = My Price List:Add (100%) =—=HH

1M

1 2 3
|||||||||||||||||||||||||||||||||||||||||||||||||||||||

me

—
1
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Before you continue with the next step you’ll need to customize the tool palette. To do this choose Tool Pal-
ette from the Setup menu and then arrange the tools as shown below (see “Customizing the Tool Palette” on
page 497 of the Panorama Handbook).

Configure Tool Palette

Tools... _ Current Palette...

&= Switch to Data Mode i ( Rasic » ) &=t Switch to Data Mode
& Pointer v & Pointer

i Crosshair Pointer (N (__Advanced» ) i Crosshair Pointer
WSy Magnify [i Programmer » ) Wiy Magnify

[Eeid Data Cel| B | ext

Gl Text ( Reports» ) []Rectangle

o Line & g = Tile

|| Fectangle ( S— 4@ FPush Button

Ll Founded Rectangle b Text Display
() Oval ( Move All» ) [EJText Editor

il Tile

@ Button ( i )

Press the OK button, then select the Push Button tool (see “Push Buttons™ on page 823 of the Panorama Hand-
book).

[0 = My Price List:add (100%:) == HI &

1 z z
||||||||||||||||||||||||||||||||||||||||||||||||||||||| -

o
Now drag to create a button in the upper left hand corner of the data tile.
[0 == Mv Price List:Add (100%) =]
I1F

L 2 3
||||||||||||::||||||||||||||||||||||||||||||||||||||||||

me

L
Ladatalsi
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Now you’ll need to select three options for the new push button. Using the pop-up menu select the proce-
dure linked to this button, in this case Add Item to Invoice. (This means that when this button is pressed the
Add Item to Invoice procedure will be triggered, just as if you had selected it from the Action menu.) Type in
the title you want to appear in the button, in this case Add. Click on the button style you want to use, in this

case 3D Rounded Rectangle.

Push Button SuperObject

__ Button Title

L sG]

— Style _ Color
) standard Push Button _ | Title [ Fill

(_ Transparent | Border [ Highlight
& le

™ 3D Rounded Rectangle
3D Circle
ﬁ Beveled Rectangle

~ Options

EStandard Font/Size
" | Default Button

NS

13D Title
) Plain Rectangle | Hide Title
. Rounded Rectangle E Click /Release

il - .
. Plain Circle

— Procedur
" Add Item To Invoice > Hﬁ-—]

( Cancel ) { OK )

When you press the OK button the new push button will appear on your form.

[0 == My Price List:Add (100%) (mi=|

i z z
||||||||||||||||||||||||||||||||||||||||||||||||||||||| -

=

—_
1

Select the Pointer tool and adjust the text size and overall dimensions of the button (see “Text Size” on
page 531).

)=

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

1] add | I

My Price List:Add (100%)
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Now select the Text Editor tool (see “Text Editor SuperObject” on page 639 of the Panorama Handbook).

[0 = My Price List:Add (100%:) == H E
i |||||||||||||||”|||||||||||||||?|||||||||||||||||||||| t

13
|[Text Editor | o

Drag the mouse to create a text editor object.
My Price ListzAdd {100%) =
I|III|I|I|III|I|‘!|III|I|I|III|I|?|IIIéllllllllll?llllll
- [ i X _ ______-_-------- ......... ;

When you release the mouse the Text Editor SuperObject configuration dialog appears (see “Text Editor
Options” on page 643 of the Panorama Handbook). Set the options as shown in the illustration below.

Text Editor SuperObject

- a
/);:ieldrﬂ () Variable () Formula

'j||1.:rem

_ Display Options — Editing Options
W™ Padding Insertion Pt.. | at End 144
at end of line "1 Tab = 4 Spaces

@ Non-White Background CUindate Variable Pvery Yey

E Return

_ Borders Terminate when ™ Tab
_Top HpfDown Arrows
1
Llleft (M43D ) || .. sy g
[ lBottom [TJAgua || e s
_Right  []Focus Ring Mdatame (B8 4

— Scroll Bars | Attach Procedure to Object

" |Vertical |_| Horizontal 4] [ ..Handler
| Thin Scroll Bars _

] Grow Box ! Every Key |_|Most Keys | Finished [_! Focus




Page 222 Panorama Tutorial

When you press the OK button the new Text Editor SuperObject will appear.

)=

|||||||||||||||”|||||||||||||||?||||||||||||||||||||||

[[] == Mv Price List:Add {100°%)

=
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1

Select the Pointer tool and adjust the size and position of the new object (see “Nudging the Size of an Object”
on page 513 of the Panorama Handbook).

My Price List:Add (100%) BB

i z z
|||||||||||||||||||||||||||||||||||||||||||||||||||||||

. | Add IlHuI:-I:-er' Cement

T »

Hold down the Option key (Mac) or the Alt key (PC) and drag the Text Editor object to the right (see “Drag
Duplicating” on page 561 of the Panorama Handbook).

My Price List:Add (100%) =—="FHH

||||||||||||||||‘!|||||||||||||||?||||||||| ||||||||||||

. | Add IlHubber’ I:e-niﬂltnber' Cernent k .

Adjust the size of the new object and select the Right command from the Text menu (see “Text Alignment” on
page 594 of the Panorama Handbook).

My Price List:Add (100%) BB

i z z
||||||||||||||||||||||||||||||||||||||||||||||||||||||| -

. | Add IlHubber’ Cernent

e

Rubber
| ]

Double click on the new text editor object (see “The Object Properties Dialog” on page 534 of the Panorama
Handbook) and change the field to Price.

Text Editor SuperObject

Data

@ Field Item jiable () Formula
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Press OK to update the object.
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My Price List:Add {(100%:) == EIH
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Use the color menu to change the tile to light gray.
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Drag the lower left hand handle of the tile up until there is an equal margin around the button and text editor
objects.
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The finished form should look something like this.

My Price List:Add {100%)

BB
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Using the Form Preferences dialog in the Setup menu, change the viewing format for the form to View-As-
List.

Form Preferences

Viewing Format: Pages

ist

Tab Order:
() Data Sheet Order

S Back to Front

Press the OK button, then switch back to Data Access Mode.
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Here’s what the form should now look like in Data Access Mode. The graphics on the tile are repeated over
and over again for each record in the database.

[ == My Price ListAdd = H

To add a particular item to the current invoice just click on the Add button for that item.

[0 == My Price Listadd =——FHI B
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Clicking this button will trigger the procedure which adds the item to the invoice.

My Invoices:OrderEnty ="——————— M0 H
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7524w
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[ 4dd |[Postal Scale REEE

[ #dd J[Heavy Duty Letter Folder [ 19995

[ add |[vardstick ERE
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65 visible /65 total [« Jui] [»

Now Save both databases and you are done.
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Saving a File Set

Before continuing, make sure that the My Invoice and My Price List files are the only two databases open in
Panorama. Then choose the File Save command from the File menu. Type in the name of the file set you want
to create (in this case Order Entry) and click on the Set option.

Save

Save As._ Order Entry @

[-l l-] Eﬁ-l[[[l] :EETuturial Iu#!

@ MEMﬂrk s %:“q DE.!IE MDdiﬁEd
= Jaguar @] My Checkbook Today

v
= Classic @ My Invoices Today
3 Panther @ My Mailing List 9/25/04
 (Eh Alaska w| My Price List Today
¥
v

’__' CocoaCGest... &

|| isightWeb ... &
[ Desktop

|3 Operations

A Applications

4 jimrea

4 Documents

& Movies

& Music

~ Pictures

i Eavnritoc

_ Panorama () Text Dnl@

~ Automatic save after 20  minutes
__ Keep backup copy (.b) of database
V' Save window positions __ No windows

[New Fnh:ierj ( Cancel |
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If you are using a Windows PC computer use the combo box to choose the Panorama File Set {*.pnz} option

Save As |

S ave jh: IE Demao Files j | I'ffil s éél
Action Menu Samples [=_—| Gabreal's Photoz 2 I;__I FPete's bexic
Calendar ' 1 Music Videaos (1 Phato K.eem
Chartz : (] Mational Parks (1 Phato K.eem
Custorn Menu Editor & (1 Mutrition (1 Phatas of Jir
Fresh Fruit £ 0ld Dema Files [ PraILJE Libe
Gabreal's Photoz 3 Fending Photos (1 Prav/UE Pro

L« | 2

File name: II:Irl:Ier Entry Save

Sawve as Ll,lpe Panorarna Fi Cancel

[7 &utomatic zave after Iﬁ minutes
[¥ Keep backup [bak) copy of databaze
[7 Save'window Positions 7 Mo windows

Press the Save button to create the file set document.

NN ————— [’_'j step-by-Step=—"————— 0| H
2 items, 204.4 MEB available
i i e i —
) e ) )
My Checkbook My [nvoices My Mailing List My Price List
| g
e
N Order Entry
dl [z

Later if you want to open both the My Invoices and My Price List files together you don’t need to open them
separately. Instead you can simply double click on the Order Entry icon, and Panorama will open both files
automatically. See “File Sets” on page 75 of the Panorama Handbook to learn more.
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