
How to use FileMarker (Order Database) for looking up 
Products 

FileMaker is used to locate product information through the Order Database, including 
customer quotes and item details. 

Step 1: Log Into the Order Database 

●​ Log into FileMaker Pro​
 

●​ Open the Order Database​
 

●​ You will land on the main Order Database screen​
 

 

 

 

 

 

 

 

 

 

Step 2: Access the Customer Record 

●​ Click the “Customers” action button​
 

●​ Select any customer from the list 

Note: Any random customer can be used when  

trying to find an item. You do not need the original  

customer to look up a product. 



Step 3: Open the Customer Quote 

●​ After selecting a customer, your screen will display the customer overview 

 

 

 

 

 

 

 

●​ Locate the “New Quote” button​
 

●​ Directly underneath the “New Quote” button, you will see a line showing a quote created 
for that customer 

 

 

 

 

 

 

 

●​ Click that quote line 

 

 



This will take you to the quote details page. 

↓ 

 

 

Step 4: Use Find (CTRL + F) 

●​ Press CTRL + F on the keyboard​
 

●​ The Find screen will appear like down below ​
 

 

 

 

 

 

 

 

 

 



Step 5: Search for the Product 

Just like Finding Products in 201, use one of the following search methods: 

Option 1: Search by SKU (Recommended) 

●​ Enter the SKU in the highlighted field​
 

●​ This is the most accurate way to locate a special order item 

 

 

 

Option 2: Search by Item Description or Name 

●​ Use the % symbol before and after a keyword​
 

○​ Example: %HP INK%​
 

●​ Press Enter​
 

●​ This will return all results or special orders that match the description 

 

 

 

 
 
 
 
 
 
 
 
 
 
 



Additional Search Notes 

●​ The same search method works for:​
 

○​ SKUs​
 

○​ PARTNUMBER (Catalog Number)​
 

●​ If too many results appear, narrow your search using more specific terms 

 

Key Reminders 

●​ SKU searches are the most reliable​
 

●​ Item descriptions should be used only when SKU is unavailable​
 

●​ FileMaker lookups help verify product details and order information​
 

●​ When results are unclear, ask a lead or manager 
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