
Tracking Database Application Help Guide 
 
This help guide is designed to assist users of the Tracking Database Application, 

which can be downloaded at: http://www.uclaisap.org/trackingmanual/.  It is a companion 
piece to our tracking manual, Staying in Touch: A Fieldwork Manual of Tracking 
Procedures for Locating Substance Abusers in Follow-up Studies, which is also found at 
the same Website.

 
Downloading the file: 
� Check to see that your computer meets the minimum requirements to run the Tracking 

Database Application. Most IBM-type PCs can. Your computer should be Intel compatible, 
Pentium 90 or higher. You must be running Windows 98, ME, NT 4.0 (Service Pack 6), 
Windows 2000, or, Windows XP. 

Tracking.lnk

� Close all open programs except your Web browser, then, simply click on “Download 
Database” and follow the steps in Install Shield. After download is complete, it is best to 
restart your computer. 

� Once you have downloaded the Tracking Database Application and 
restarted your computer, you will find this icon on your desktop. Double 
clicking the icon will get you into the Tracking Database Application. 

 
Having trouble downloading? If you are in a large organization with 

networked computers, you may not be allowed to download programs to your computer. 
Check with your Information Technology person (AKA “computer person”) to determine 
whether this is the case. He or she should be able to assist you with the download. 

 
Passwords. The Tracking Database Application comes with 2 default passwords: 

‘admin12’ and ‘user76.’ ‘admin12’ has full functionality allowing the administrator to perform 
routine and administrative tasks. ‘user76’ allows the user to perform routine tasks such as 
adding records, using the “Find” command, and printing; however the user cannot delete 
records or change the Study Information. For the exercises in this Guide, you should be logged 
on as an administrator. In daily use, you will want to be logged on as a user.  

The default passwords should be changed. You can do this by going to the “File” menu. 
The application contains two linked database files (Tracking_6_Month and 
Tracking_12_Month) and you can move between them by clicking Window at the top of the 
screen and then selecting one. The password for each is independent of the other. If you 
change the default password for one, the default password still applies to the other file. You 
should change the password for both files. To simplify things, you should assign the same 
password to both files. Be sure to give the new passwords to your Program Director and/or 
your Information Technology person because a password cannot be recovered if it is 
forgotten. 

 
Some recommendations before getting started: 
� Do not rename any files or change the location of files. 
� Download the FileMaker Pro 6 User’s Guide at 

http://www.filemaker.com/support/product_documentation.html Read Chapters 1, 2 and 3. 
� Practice with made-up information before proceeding with actual client information. 
� The database should be in a secure computer. Physical access should be restricted and 

only authorized users should be allowed use of the computer. 
� Back up your data regularly. 
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This help guide is designed to assist users of the Tracking Database Application, which can be downloaded at: http://www.uclaisap.org/trackingmanual/.  It is a companion piece to our tracking manual, Staying in Touch: A Fieldwork Manual of Tracking Procedures for Locating Substance Abusers in Follow-up Studies, which is also found at the same Website.
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Close all open programs except your Web browser, then, simply click on “Download Database” and follow the steps in Install Shield. After download is complete, it is best to restart your computer.


· Once you have downloaded the Tracking Database Application and restarted your computer, you will find this icon on your desktop. Double clicking the icon will get you into the Tracking Database Application.


Having trouble downloading? If you are in a large organization with networked computers, you may not be allowed to download programs to your computer. Check with your Information Technology person (AKA “computer person”) to determine whether this is the case. He or she should be able to assist you with the download.


Passwords. The Tracking Database Application comes with 2 default passwords: ‘admin12’ and ‘user76.’ ‘admin12’ has full functionality allowing the administrator to perform routine and administrative tasks. ‘user76’ allows the user to perform routine tasks such as adding records, using the “Find” command, and printing; however the user cannot delete records or change the Study Information. For the exercises in this Guide, you should be logged on as an administrator. In daily use, you will want to be logged on as a user. 


The default passwords should be changed. You can do this by going to the “File” menu. The application contains two linked database files (Tracking_6_Month and Tracking_12_Month) and you can move between them by clicking Window at the top of the screen and then selecting one. The password for each is independent of the other. If you change the default password for one, the default password still applies to the other file. You should change the password for both files. To simplify things, you should assign the same password to both files. Be sure to give the new passwords to your Program Director and/or your Information Technology person because a password cannot be recovered if it is forgotten.
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Some recommendations before getting started:


· Do not rename any files or change the location of files.


· Download the FileMaker Pro 6 User’s Guide at http://www.filemaker.com/support/product_documentation.html Read Chapters 1, 2 and 3.


· Practice with made-up information before proceeding with actual client information.


· The database should be in a secure computer. Physical access should be restricted and only authorized users should be allowed use of the computer.


· Back up your data regularly.

PART I - EXPLORING THE DATABASE


The Tracking Database Application uses two related databases: the 6-Month Locator and 12-Month Locator.  They work exactly the same and information is shared by both databases. For most of this demonstration, we will be working with the 6-Month Locator database. Later, you will learn how to get the information from the 6-Month Locator to the 12-Month Locator.


When you open the database, you start at the Main Menu (see Figure 1). There are three navigation buttons available:


Client Records: Contains information regarding the client.


Door Knock Layout: This form is filled out, printed, and given to interviewers going into the field to try to make contact with difficult-to-find clients. For more information on this procedure, see the Doorknocking chapter in the Staying in Touch tracking manual.


Locator Information: Contains locator information on the client.




Navigat



                                                                            


                                                    


Figure 1. Main Menu


Figure 1.                                                                                                                                                                                                        


The bottom buttons in the two “Lists” sections are queries that you can run on the database.  You will learn how to create your own queries later.


Exploring the “Client Records” Layout


On the Main Menu click on the “Client Records” button to explore Client Records  (see Figure 2).  Most of your work will be done on the “Client Records” layout.  Take time to explore the items marked below.


Layout Pop-up Menu: This field on the left side lists the other layouts of the database, which can be accessed from here. Click on one or two and take a look. On the right hand side of each of the layouts you’ll see buttons to take you back to the Main Menu or Client Records.


Book Icon: Click bottom of page to move forward one record. Click top of page to move back one record. 


Screen size tabs: Increase or decrease the screen size of the database.
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Figure 2.


Description of Client Records, Part A


Part A, in the top (yellow/light gray) box in Figure 2, consists of the client’s name, social security number, and the following study-related information: Due Date, Intake Date, Follow-up, Group, and Last Result.  


Intake date: (see Figure 2, number 1) This is when the client enters the study (baseline). The due date for follow-up is automatically calculated from this field. 


Due date: (1a) This is a self-filling field; the user does not enter data on this field. The due date is calculated from the “Intake date” as follows



6 months- 180 days from Intake Date.



12 months- 365 days from Intake Date.


Follow-up: (2) This field marks whether a respondent is due for a follow or not. This is a self filling field. There are two possibilities for this field “Active” or “Not Active” 


“Active” means that the client meets the eligibility for follow-up. At least 6 months have passed since the intake date and the client does not belong to an exclusion group. 


“Not Active” means that the client is not eligible for follow-up. Either the due date has not yet passed or the client belongs to an exclusion group. (See 3 below).


Group: (3) These are exclusion groups. Placing the client in an exclusion group makes the client “Not Active” and ineligible for follow-up.  The groups are:


Deported: The client is an alien that has been expelled from the country and will not be able to complete an interview.


Dead: The client is deceased.


Refusal: Client refuses to do an interview.


Completed: An interview was completed with the client


Missed: Use this category when you want to exclude clients who couldn’t be found during the period they were due for follow up. For example; no contact has been made with client for 13 months and the 6-month follow up only has a 2-month window for completing the interview after the due date. 


Last Result: (4) This captures the most recent activity regarding the client. You can choose an item from the drop down menu, or type your own. The information in this field is left to the discretion of the user. 


Quick Exercise: Navigating Records and Changing “Group” Membership 


Step 1.  In the Main Menu, click on “Client Records”. Make sure you are on the Client Records layout, just as in Figure 2 above.  Click on the Book Icon in the upper left corner until you get to John Doe Smith’s record. Each click of the Book Icon “turns the page” and brings up the next record. Pay close attention to the due date and Follow-up fields.


Step 2.  Double click on Intake date (1) and change the date to today’s date. Notice the automatic change to the due date and follow-up. Play around with the Intake date to make sure you understand how it affects the due date and follow-up.  Change the Intake date back to 1/1/2003. This should change the follow-up to “Active” If it does not; make sure the information is just as figure 1 above.


Step 3.  Go to the group field (3) and click on the field. A drop menu appears; choose Refusal with your mouse. Click away in an empty part of the screen. The word refusal should appear on the field. Notice the change to Follow-up (2). It has now changed to “Not Active”


Step 4.  Delete the contents of the group field. Single click on the group field, the word refusal should be completely highlighted, hit the backspace key to delete the content of the field.   Notice how the Follow-up field reverts back to “Active”.


NOTE: Make sure you understand how the Intake Date, Due Date, Follow-up, and Group relate to each other. If you do not, please go back and review the exercise.


Description of Client Records, Part B

Part B, in the lower (green/dark gray) box in Figure 2, contains additional information regarding the client.  Part B consists of sub-sections that you can access by clicking on the tabs. They contain Demographics, Interview, Address, Program Information, Petty Cash, and CJS (i.e., Criminal Justice System Information).  Depending on the tab you chose, you will see the following:


Demographics- Demographic information also appears on the Locator layout.


Interview Information- Information regarding location, date and data collection regarding interview.


Address- Contains address and best address of client. This information also appears on the Locator Layout.


Program Info- This information regards the treatment program that the client was in at the time of intake. Clients at times keep in touch with treatment programs they have attended or return for treatment. In this layout there is a field called “Research Status,” which refers to whether the client belongs to a treatment or control group based on Treatment Comparison


Petty Cash- Payment information for the client at time of interview.


CJS- Criminal Justice System information on any criminal history that the client might have.


Notes- (Located on the bottom right.) Comments or notes that might be relevant to the successful tracking and locating of the client. The notes are also visible in the Locator layout.


PART II - GETTING STARTED


You have three modes available to work on the database: Browse, Find, and Preview.


· Browse Mode: This is to enter data and view records.


· Find Mode: This is a query mode. You select a record or group of records based on search criteria.


· Preview Mode: Shows what the layout will look like when it is printed.


Basic Skills: Entering, Deleting, Finding, and Printing

Entering Data: You enter data in Browse mode. In an existing record you can tab to the field that you want to enter data or you can use your mouse to go to the field. 


Warning: Do not use the wheel in your mouse. The default mode for the wheel is to move between records, not scrolling. 


                                                                                                                                                                                                                                                                                                        






                                                   Figure 3. - Database in “Browse Mode.”


Add a New Record- Click on the “New” button. When you add a new record you must enter a unique ID Number. You will not be able to continue until the unique ID is entered. If you add a new record by mistake your only option is to delete that record. After you have entered the ID Number, use the tab key to move to the next field or use your mouse to move to the next field. 


On some fields a dropdown list appears. You can use the items on the dropdown list. If the list has an “edit” choice at the bottom you can edit the items on the list. Check the Gender and Ethnicity fields in Figure 3. You can also override the list and enter the value you want. However you cannot override the “Group” field list.


NOTE: FileMakerPro saves data as it is entered.  There is no “Save” button. Be extremely careful when changing data. Changes made cannot be recovered.


Delete Record- To delete record you are in, click on the “Delete” button. Make sure you only delete the record you created. You will need all five sample records for later exercises. (Can’t delete? That means that you are logged on as a user, not an administrator. See page 1, under “passwords.”)


Finding Records- To find records based on a particular criterion, such as gender or due date, click on the find button. This puts you in the “Find Mode” (see Figure 4).


Quick Exercise:  Finding the Males of the Sample

Step 1. On the “Client Records” layout, click the “Demographics” tab, then click the “Find” Button.


Step 2. Go to the “Gender” field and choose “Male” from the drop down list. See Figure 4.
















                                                              Figure 4. - Database in “Find Mode.”


Step 3.  Hit enter or click on the “Find” button on the left hand side of the layout. The result of your search is referred as the “found set” (see Figure 5).  You can get your “found set” based on criteria from a: 


Single field- such as the one above


Separate fields- such as “males” whose Ethnicity is “White” In which case you will need to fill in “Find Mode” the “Gender” and “Ethnicity” accordingly.


Multiple Criteria in the same field-Such as clients who are “White” or “Hispanic/Latino” In this case in “Find Mode” you would enter “White” in the Ethnicity Field then you would go to “Request” on the top menu then choose “Add New Request” then go to Ethnicity and enter “Hispanic/ Latino.” Now click “Find” and see the results.


Range Criteria in the same field-Such as finding clients whose intake was after a given date, for example clients who entered the study after June 2003. In this case in “Find Mode” you would enter in “Intake Date” >6/31/2003.


The “found set” is the number of records that match the criteria you specified. Getting the “found set” is the most important skill that you need when working with the database.













Figure 5. -Showing a “Found Set”


Notice that if you click on the “List” button, the list only contains the three records you were searching for.  Using the “found set” is how you’re going to do mass mailings. 


Quick Exercise:  Printing the “Found Set”


Step 1.  Click on the “Layout Pop-up Menu” (see Figure 2). and navigate to the “Tracking Log- w/Name”


Step 2.  Click on the “Print” icon.


When the print dialog comes up make sure that “Records being browsed” is selected in the print line.  If you have more than one printer connected, choose the correct printer and click “OK.” The resulting printout is the number of the “found set.” That is to say, if your found set is 3 then you will get 3 print outs. One for each member of the found set. 


To get back to where you started, click “Menu” (far right). To get back to a list that includes all clients, click one of the buttons under “All Clients Lists,” then click “Menu.”


Quick Exercise:  Finding Clients Due for a Certain Month or 


Based on “Due Date”


For this exercise, we will be sending letters to those clients who are due in July of 2003.


Step 1.  On the Client Records layout click on the “Find” Button. This takes you into the “Find Mode” (see Figure 4).


Step 2.  On the “Due Date” field type the following “7/1/2003…7/31/2003”  and hit “Enter” or the “Find” button on the left hand side to see the results. Examine your “found set” to verify that all the resulting records are due in July of 2003. Alternately you could have used the following search criteria in the “Due Date” field “>6/31/2003<8/1/2003”. In “Find Mode” you can use the “symbols menu” on the left hand side (see Figure 4) to help you choose the correct symbols to use for your search criteria.


Step 3.  Sort your “found set.” Click on the “Sort Icon” (see Figure 5). A “sort order” box appears. On the right-hand side is the field to sort by, usually ID.  You can clear the selection and select your own from the left-hand side.  You can choose “Lname” for last name then click “sort.”


Step 4.  Go to the “Layout Pop-Up Menu” (see Figure 2) and go to the “Letter-Advance Letter Global” layout.


Step 5. Print the letters. Click on the “Print” icon.  When the print dialog box comes up make sure that “Records being browsed” is selected in the print line. Select the correct printer and click on “OK.”  See below.






 












Figure 6. –Printing the “Found Set”


Quick Exercise:  Finding Clients Based on “Follow-up”

For this exercise we will find clients whose “Follow-up” is “Active.”


Step 1.  On the “Client Records” layout, click on the “Find” Button. This takes you into the “Find Mode” 


Step 2. On the “Follow-up” field type “==Active” hit “Enter” or the “Find” button on the left hand side to see the results. Note the “==” two equal signs before the word Active. They mean “exact match.”  If you were to just type “Active” then your “found set” would include both “Active” and “Not Active” records. That’s because both contain the word “Active”.  When not using “==” you can partially type the word to get all the words containing the letters typed. For example, if you type “Ro” when doing a first name search among your “found set” you would have: Ron, Ronald, Rob, Robert etc.


PART III – MOVING RECORDS TO 12-MONTH FOLLOW-UP DATABASE


Any client that is expected to complete a 12-month follow-up interview must be moved to the 12-month file from the 6-month file.  Ideally, this should be done when a client completes the 6-month interview.


On the top of the application toolbar select the “Window” command (see Figure 6). From the dropdown list select “Tracking_12_Month” This takes you to the 12-month follow-up file. The file works just the same as the 6-month follow-up.


From the Main Menu select “Client Records.” In “Client Records,” add a new record. Put your cursor in the “ID” field and enter the ID number of the client that you want to bring over to the 12-month follow-up. When you type the “ID” the rest of the client information carries over.  You don’t have to retype the locator information. For example, if you enter “99910” into the “ID” field and then tab to the next field, the information for Joe Bruin will be automatically added to the 12-month follow-up file. 


The only information that needs to be retyped is the “Study Information” layout. Go to the Layout Pop-up Menu (Figure 2), then select “Study Information.” Make sure you know how to move between the 6- and 12-month files.


PART IV - PUTTING IT ALL TOGETHER

The Tracking Database Application is an efficient tool for handing client follow up, but, in order to be effective, it must be used diligently. That means balancing staff time for data entry against other follow up tasks. You will need to decide how much information should be put into your Tracking Database Application. We suggest completing data entry for the “Client Records” layout and the “Address” sub-layout (Figure 2) as a minimum. That should be enough to get you started.  


One Time Steps: You will have to do following items for the 6-month and 12-month databases.


Create your own letter head. This is done in the “Study Information” layout. (Be sure that you are logged on as an administrator. See page 1, “passwords.”)


Modify the letters that you will be sending to your clients. Access the letter layouts from the Layout Pop-up Menu. These sample letters can be modified for your own needs. You will find two types of letters: Local and Global. Changes made to a local letter apply only to the record that you are working on. Changes made to a global letter apply to all the records. To print letters for an entire group, be sure to specify “Print: Records being browsed” in the print dialog box. To print a letter to one client, specify “Print: Current record. You can also print address labels for an entire group or a single client in the same way. Formatting for the Avery labels is done automatically.


Print out the Tracking logs and attach to the client files.


Repeating Steps: Sending mailings to clients.


Step 1.  Send out Advance letters. Two weeks before the end of the month use the “Find” function to select the clients that are due for follow up in the next month. This is your “found set.”


Step 2.  After you get your “found set,” click the Layout Pop-up Button, find the “Labels” and click one of the Avery label selections.


Step 3.  Go to the “Letter- Advance letter Global” or any other letter you want to print for your “found set,” modify as needed, and print.

Step 4.  Match the labels to the letters and send out your mailing.

Using the Tracking Application:  Be Thorough and Careful

When a client calls, you can use the database to find the client record. First, verify that you are talking to the correct person, and then proceed to verify or update the client address and schedule an appointment. When an interview is scheduled, make sure that the correct fields are filled in the “Interview Info” section. Likewise, when an interview is completed, make sure that the client is put in the “Completed” group. When you complete the 6-month interview with a client, be sure to enter his or her ID into the 12-month follow-up file.


The database is a great asset when tracking by mail. You can log the returned letters in the “last result” field. Then you can use a “found set” that contains clients that have letters returned and use that “found set” to search for new addresses. You can also use a “found set” where letters have not been returned and target those addresses for door-knocks. Click the Layout Popup Button to turn the “found set” into a list.


As you gain more experience you will be able to incorporate more of the database into your tracking and locating procedures. There are skills that were purposely not described here due to their complexity, such as scripts. You will see a script command in the tool bar with some scripts already saved for the database. You should leave those alone and just use the methods outlined in this help file. 


(

Keep in mind that the Tracking Database Application is a runtime application. This means that you can download it for free and you don’t need additional software on your computer to run it. You may choose to buy the full version of FileMaker Pro, which will provide you with additional features such as the ability to change layouts and scripts. It will also provide you with networking capabilities to allow multiple users to access the database concurrently. It also provides you with full integration with MS Office.  In any case, the skills outlined in this help manual will be of great help in your tracking and locating procedures.


Good Luck!


Ron Zuniga


Betsy Hall


UCLA Integrated Substance Abuse Programs


1640 S. Sepulveda Blvd., Suite 200


Los Angeles, CA 90025


310-445-0874
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PART I - EXPLORING THE DATABASE 
 

The Tracking Database Application uses two related databases: the 6-Month Locator 
and 12-Month Locator.  They work exactly the same and information is shared by both 
databases. For most of this demonstration, we will be working with the 6-Month Locator 
database. Later, you will learn how to get the information from the 6-Month Locator to the 
12-Month Locator. 

When you open the database, you start at the Main Menu (see Figure 1). There are 
three navigation buttons available: 
 
Client Records: Contains information regarding the client. 
 
Door Knock Layout: This form is filled out, printed, and given to interviewers going into the 
field to try to make contact with difficult-to-find clients. For more information on this 
procedure, see the Doorknocking chapter in the Staying in Touch tracking manual. 
 
Locator Information: Contains locator information on the client. 
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Figure 1. Main Menu 
Figure 1.                                                                                                                                              
The bottom buttons in the two “Lists” sections are queries that you can run on the database.  
You will learn how to create your own queries later. 
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Exploring the “Client Records” Layout 
 
On the Main Menu click on the “Client Records” button to explore Client Records  (see Figure 
2).  Most of your work will be done on the “Client Records” layout.  Take time to explore the 
items marked below. 
 
Layout Pop-up Menu: This field on the left side lists the other layouts of the database, which 
can be accessed from here. Click on one or two and take a look. On the right hand side of 
each of the layouts you’ll see buttons to take you back to the Main Menu or Client Records. 
 
Book Icon: Click bottom of page to move forward one record. Click top of page to move back 
one record.  
 
Screen size tabs: Increase or decrease the screen size of the database. 
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Figure 2. 

  
Description of Client Records, Part A 

Part A, in the top (yellow/light gray) box in Figure 2, consists of the client’s name, 
social security number, and the following study-related information: Due Date, Intake Date, 
Follow-up, Group, and Last Result.   
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Intake date: (see Figure 2, number 1) This is when the client enters the study (baseline). The 
due date for follow-up is automatically calculated from this field.  
 
Due date: (1a) This is a self-filling field; the user does not enter data on this field. The due 
date is calculated from the “Intake date” as follows 
 6 months- 180 days from Intake Date. 
 12 months- 365 days from Intake Date. 
 
Follow-up: (2) This field marks whether a respondent is due for a follow or not. This is a self 
filling field. There are two possibilities for this field “Active” or “Not Active”  

“Active” means that the client meets the eligibility for follow-up. At least 6 months 
have passed since the intake date and the client does not belong to an exclusion group.  

“Not Active” means that the client is not eligible for follow-up. Either the due date has 
not yet passed or the client belongs to an exclusion group. (See 3 below). 
 
Group: (3) These are exclusion groups. Placing the client in an exclusion group makes the 
client “Not Active” and ineligible for follow-up.  The groups are: 

Deported: The client is an alien that has been expelled from the country and will not be 
able to complete an interview. 

Dead: The client is deceased. 
Refusal: Client refuses to do an interview. 
Completed: An interview was completed with the client 
Missed: Use this category when you want to exclude clients who couldn’t be found during 

the period they were due for follow up. For example; no contact has been made with 
client for 13 months and the 6-month follow up only has a 2-month window for 
completing the interview after the due date.  

 
Last Result: (4) This captures the most recent activity regarding the client. You can choose an 
item from the drop down menu, or type your own. The information in this field is left to the 
discretion of the user.  
 
 
Quick Exercise: Navigating Records and Changing “Group” Membership  

 
Step 1.  In the Main Menu, click on “Client Records”. Make sure you are on the Client 
Records layout, just as in Figure 2 above.  Click on the Book Icon in the upper left 
corner until you get to John Doe Smith’s record. Each click of the Book Icon “turns the 
page” and brings up the next record. Pay close attention to the due date and Follow-up 
fields. 
 
Step 2.  Double click on Intake date (1) and change the date to today’s date. Notice 
the automatic change to the due date and follow-up. Play around with the Intake date 
to make sure you understand how it affects the due date and follow-up.  Change the 
Intake date back to 1/1/2003. This should change the follow-up to “Active” If it does 
not; make sure the information is just as figure 1 above. 
 
Step 3.  Go to the group field (3) and click on the field. A drop menu appears; choose 
Refusal with your mouse. Click away in an empty part of the screen. The word refusal 
should appear on the field. Notice the change to Follow-up (2). It has now changed to 
“Not Active” 
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Step 4.  Delete the contents of the group field. Single click on the group field, the 
word refusal should be completely highlighted, hit the backspace key to delete the 
content of the field.   Notice how the Follow-up field reverts back to “Active”. 

 
NOTE: Make sure you understand how the Intake Date, Due Date, Follow-up, and Group 
relate to each other. If you do not, please go back and review the exercise. 
 
Description of Client Records, Part B 

Part B, in the lower (green/dark gray) box in Figure 2, contains additional information 
regarding the client.  Part B consists of sub-sections that you can access by clicking on the 
tabs. They contain Demographics, Interview, Address, Program Information, Petty Cash, and 
CJS (i.e., Criminal Justice System Information).  Depending on the tab you chose, you will see 
the following: 
 
Demographics- Demographic information also appears on the Locator layout. 
 
Interview Information- Information regarding location, date and data collection regarding 
interview. 
 
Address- Contains address and best address of client. This information also appears on the 
Locator Layout. 
 
Program Info- This information regards the treatment program that the client was in at the 
time of intake. Clients at times keep in touch with treatment programs they have attended or 
return for treatment. In this layout there is a field called “Research Status,” which refers to 
whether the client belongs to a treatment or control group based on Treatment Comparison 
 
Petty Cash- Payment information for the client at time of interview. 
 
CJS- Criminal Justice System information on any criminal history that the client might have. 
 
Notes- (Located on the bottom right.) Comments or notes that might be relevant to the 
successful tracking and locating of the client. The notes are also visible in the Locator layout. 
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PART II - GETTING STARTED 
 

You have three modes available to work on the database: Browse, Find, and Preview. 
� Browse Mode: This is to enter data and view records. 
� Find Mode: This is a query mode. You select a record or group of records based on 

search criteria. 
� Preview Mode: Shows what the layout will look like when it is printed. 

 
Basic Skills: Entering, Deleting, Finding, and Printing 
 
Entering Data: You enter data in Browse mode. In an existing record you can tab to the field 
that you want to enter data or you can use your mouse to go to the field.  
 
Warning: Do not use the wheel in your mouse. The default mode for the wheel is to move 
between records, not scrolling.  
 
                                                                                                                                                           
                                                                                                                                                           
 
                                                                                                                                                           

Add 
New 
Record 

Delete 
Current 
Record 

Click here to 
enter Find 
mode 

Go to Main 
Menu 

 
 
 
 
                                                                                      
 
 
 
 
 
 
 The information in this sub-

layout comes from the Locator 
Layout. Changes made here 
reflect on both layouts. 

 
 
                                                    
 
 
                                                                                                                                                           
 
  
 
                                                   Figure 3. - Database in “Browse Mode.” 

Mode pop-up. 
Tells you mode 
you are in.  

Add a New Record- Click on the “New” button. When you add a new record you must enter a 
unique ID Number. You will not be able to continue until the unique ID is entered. If you add a 
new record by mistake your only option is to delete that record. After you have entered the 
ID Number, use the tab key to move to the next field or use your mouse to move to the next 
field.  
 
On some fields a dropdown list appears. You can use the items on the dropdown list. If the list 
has an “edit” choice at the bottom you can edit the items on the list. Check the Gender and 
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Ethnicity fields in Figure 3. You can also override the list and enter the value you want. 
However you cannot override the “Group” field list. 
 

NOTE: FileMakerPro saves data as it is entered.  There is no “Save” button. Be extremely 
careful when changing data. Changes made cannot be recovered. 
 

Delete Record- To delete record you are in, click on the “Delete” button. Make sure you only 
delete the record you created. You will need all five sample records for later exercises. 
(Can’t delete? That means that you are logged on as a user, not an administrator. See page 1, 
under “passwords.”) 
 

Finding Records- To find records based on a particular criterion, such as gender or due date, 
click on the find button. This puts you in the “Find Mode” (see Figure 4). 
 

Quick Exercise:  Finding the Males of the Sample 
 

Step 1. On the “Client Records” layout, click the “Demographics” tab, then click the “Find” 
Button. 
 

Step 2. Go to the “Gender” field and choose “Male” from the drop down list. See Figure 4. 
 
 

Add new request for 
multiple criteria in 
same field. 

 
 
 
 
 
 
 
 

Symbols 
menu 

 
 
 
 
 
 
 
 
 
 

Notice 
the 
change 
from 
Figure 3. 

Click 
this 
button to 
see the 
results. 

You enter the 
criteria you want 
the records to 
match. 

You can enter 
additional criteria 
if required on 
other fields. 

 
 
 
 
 
 
                                                              Figure 4. - Database in “Find Mode.” 

Notice the change 
to the Mode pop-up 
Menu.  

 
Step 3.  Hit enter or click on the “Find” button on the left hand side of the layout. The result 
of your search is referred as the “found set” (see Figure 5).  You can get your “found set” 
based on criteria from a:  

Single field- such as the one above 
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Separate fields- such as “males” whose Ethnicity is “White” In which case you will need to 

fill in “Find Mode” the “Gender” and “Ethnicity” accordingly. 
Multiple Criteria in the same field-Such as clients who are “White” or “Hispanic/Latino” In 

this case in “Find Mode” you would enter “White” in the Ethnicity Field then you would 
go to “Request” on the top menu then choose “Add New Request” then go to Ethnicity 
and enter “Hispanic/ Latino.” Now click “Find” and see the results. 

Range Criteria in the same field-Such as finding clients whose intake was after a given 
date, for example clients who entered the study after June 2003. In this case in “Find 
Mode” you would enter in “Intake Date” >6/31/2003. 

 
The “found set” is the number of records that match the criteria you specified. Getting the 
“found set” is the most important skill that you need when working with the database. 
 

Use this 
icon to 
show all 
records. 

Use this 
icon to sort 
your 
records. 

 
 
 
 
 
 
 

Total 
number of 
records. 

Print Icon 

 
 
 
 
 
 
 
 
 
 

The number 
of records 
found. 

 
 
 
 
 
 
                                                          
  

Figure 5. -Showing a “Found Set” 
 
Notice that if you click on the “List” button, the list only contains the three records you were 
searching for.  Using the “found set” is how you’re going to do mass mailings.  
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Quick Exercise:  Printing the “Found Set” 

 
Step 1.  Click on the “Layout Pop-up Menu” (see Figure 2). and navigate to the “Tracking Log- 
w/Name” 
 
Step 2.  Click on the “Print” icon. 
When the print dialog comes up make sure that “Records being browsed” is selected in the 
print line.  If you have more than one printer connected, choose the correct printer and click 
“OK.” The resulting printout is the number of the “found set.” That is to say, if your found 
set is 3 then you will get 3 print outs. One for each member of the found set.  
 
To get back to where you started, click “Menu” (far right). To get back to a list that includes 
all clients, click one of the buttons under “All Clients Lists,” then click “Menu.” 
 

Quick Exercise:  Finding Clients Due for a Certain Month or  
Based on “Due Date” 

 
For this exercise, we will be sending letters to those clients who are due in July of 2003. 
 
Step 1.  On the Client Records layout click on the “Find” Button. This takes you into the “Find 
Mode” (see Figure 4). 
 
Step 2.  On the “Due Date” field type the following “7/1/2003…7/31/2003”  and hit “Enter” 
or the “Find” button on the left hand side to see the results. Examine your “found set” to 
verify that all the resulting records are due in July of 2003. Alternately you could have used 
the following search criteria in the “Due Date” field “>6/31/2003<8/1/2003”. In “Find Mode” 
you can use the “symbols menu” on the left hand side (see Figure 4) to help you choose the 
correct symbols to use for your search criteria. 
 
Step 3.  Sort your “found set.” Click on the “Sort Icon” (see Figure 5). A “sort order” box 
appears. On the right-hand side is the field to sort by, usually ID.  You can clear the selection 
and select your own from the left-hand side.  You can choose “Lname” for last name then 
click “sort.” 
 
Step 4.  Go to the “Layout Pop-Up Menu” (see Figure 2) and go to the “Letter-Advance Letter 
Global” layout. 
 
Step 5. Print the letters. Click on the “Print” icon.  When the print dialog box comes up make 
sure that “Records being browsed” is selected in the print line. Select the correct printer and 
click on “OK.”  See below. 
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Name will 
change according 
to each record. 

Click here to move 
between the 6 month 
follow-up and 12 
month follow-up 

Records being 
browsed means 
your “Found Set” 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

The number 
of records 
found. 

Choose the 
correct printer to 
print. 

You can change 
the text of the 
letter. 

Click “OK” 
when ready to 
print.  

 
 
 
 
 
 
 

Figure 6. –Printing the “Found Set” 
 

Quick Exercise:  Finding Clients Based on “Follow-up” 
 

For this exercise we will find clients whose “Follow-up” is “Active.” 
 
Step 1.  On the “Client Records” layout, click on the “Find” Button. This takes you into the 
“Find Mode”  
 
Step 2. On the “Follow-up” field type “==Active” hit “Enter” or the “Find” button on the left 
hand side to see the results. Note the “==” two equal signs before the word Active. They 
mean “exact match.”  If you were to just type “Active” then your “found set” would include 
both “Active” and “Not Active” records. That’s because both contain the word “Active”.  
When not using “==” you can partially type the word to get all the words containing the 
letters typed. For example, if you type “Ro” when doing a first name search among your 
“found set” you would have: Ron, Ronald, Rob, Robert etc. 
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PART III – MOVING RECORDS TO 12-MONTH FOLLOW-UP DATABASE 
 

Any client that is expected to complete a 12-month follow-up interview must be moved 
to the 12-month file from the 6-month file.  Ideally, this should be done when a client 
completes the 6-month interview. 

On the top of the application toolbar select the “Window” command (see Figure 6). 
From the dropdown list select “Tracking_12_Month” This takes you to the 12-month follow-up 
file. The file works just the same as the 6-month follow-up. 

From the Main Menu select “Client Records.” In “Client Records,” add a new record. 
Put your cursor in the “ID” field and enter the ID number of the client that you want to bring 
over to the 12-month follow-up. When you type the “ID” the rest of the client information 
carries over.  You don’t have to retype the locator information. For example, if you enter 
“99910” into the “ID” field and then tab to the next field, the information for Joe Bruin will 
be automatically added to the 12-month follow-up file.  

The only information that needs to be retyped is the “Study Information” layout. Go to 
the Layout Pop-up Menu (Figure 2), then select “Study Information.” Make sure you know how 
to move between the 6- and 12-month files. 
 
PART IV - PUTTING IT ALL TOGETHER 
 

The Tracking Database Application is an efficient tool for handing client follow up, but, 
in order to be effective, it must be used diligently. That means balancing staff time for data 
entry against other follow up tasks. You will need to decide how much information should be 
put into your Tracking Database Application. We suggest completing data entry for the “Client 
Records” layout and the “Address” sub-layout (Figure 2) as a minimum. That should be 
enough to get you started.   

 
One Time Steps: You will have to do following items for the 6-month and 12-month databases. 
 
Create your own letter head. This is done in the “Study Information” layout. (Be sure that you 
are logged on as an administrator. See page 1, “passwords.”) 
 
Modify the letters that you will be sending to your clients. Access the letter layouts from the 
Layout Pop-up Menu. These sample letters can be modified for your own needs. You will find 
two types of letters: Local and Global. Changes made to a local letter apply only to the 
record that you are working on. Changes made to a global letter apply to all the records. To 
print letters for an entire group, be sure to specify “Print: Records being browsed” in the 
print dialog box. To print a letter to one client, specify “Print: Current record. You can also 
print address labels for an entire group or a single client in the same way. Formatting for the 
Avery labels is done automatically. 
 
Print out the Tracking logs and attach to the client files. 
 
Repeating Steps: Sending mailings to clients. 
 
Step 1.  Send out Advance letters. Two weeks before the end of the month use the “Find” 
function to select the clients that are due for follow up in the next month. This is your “found 
set.” 
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Step 2.  After you get your “found set,” click the Layout Pop-up Button, find the “Labels” and 
click one of the Avery label selections. 
 
Step 3.  Go to the “Letter- Advance letter Global” or any other letter you want to print for 
your “found set,” modify as needed, and print. 
 
Step 4.  Match the labels to the letters and send out your mailing. 
 
Using the Tracking Application:  Be Thorough and Careful 

When a client calls, you can use the database to find the client record. First, verify 
that you are talking to the correct person, and then proceed to verify or update the client 
address and schedule an appointment. When an interview is scheduled, make sure that the 
correct fields are filled in the “Interview Info” section. Likewise, when an interview is 
completed, make sure that the client is put in the “Completed” group. When you complete 
the 6-month interview with a client, be sure to enter his or her ID into the 12-month follow-
up file. 

The database is a great asset when tracking by mail. You can log the returned letters in 
the “last result” field. Then you can use a “found set” that contains clients that have letters 
returned and use that “found set” to search for new addresses. You can also use a “found 
set” where letters have not been returned and target those addresses for door-knocks. Click 
the Layout Popup Button to turn the “found set” into a list. 

As you gain more experience you will be able to incorporate more of the database into 
your tracking and locating procedures. There are skills that were purposely not described here 
due to their complexity, such as scripts. You will see a script command in the tool bar with 
some scripts already saved for the database. You should leave those alone and just use the 
methods outlined in this help file.  
 

 
 

Keep in mind that the Tracking Database Application is a runtime application. This 
means that you can download it for free and you don’t need additional software on your 
computer to run it. You may choose to buy the full version of FileMaker Pro, which will 
provide you with additional features such as the ability to change layouts and scripts. It will 
also provide you with networking capabilities to allow multiple users to access the database 
concurrently. It also provides you with full integration with MS Office.  In any case, the skills 
outlined in this help manual will be of great help in your tracking and locating procedures. 
 
Good Luck! 
 
Ron Zuniga 
Betsy Hall 
UCLA Integrated Substance Abuse Programs 
1640 S. Sepulveda Blvd., Suite 200 
Los Angeles, CA 90025 
310-445-0874 
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