
Instructions for opening a new catalog in HACS: 
 
Double click on the icon for HACS2.02.mdb: 
 

 
 
MS Access will open and the following screen will come up: 
 

 
 
Click on New Catalog.  The following screen will come up: 
 

 
 



The location in the ‘Save in’ box will vary:  
 

 
 
Click on the down arrow, then choose the N: drive from the list: 
 

 
 
On the list of folders for the N: drive, click on New Catalog Creation: 
 

 



Next, click in the File name box and type in the name you want for the new catalog.  The 
catalog name should include the accession number and site number.  For example, the file 
name for site number 39XXxxx with accession number 00-xxxx should be 
00xxx.39XXxxxx.mdb (If you are using a file name with a  .  in it you MUST put .mdb at 
the end).  After you have entered the desired file name, then click ‘Save’. 
 

 
 
After you have entered the desired file name, then click Save: 
 

 



A new catalog will open, as seen below.  Data entry may begin. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Instructions for an existing catalog in HACS: 
 
Double click on the icon for HACS2.02.mdb: 
 

 
 
MS Access will open and the following screen will come up: 
 

 
 
Click on Open Catalog.  The following screen will come up: 
 

 
 



The location in the Look In box will vary:  
 

 
 
Click on the down arrow, then choose the appropriate drive letter.  If the catalog was 
created in the ‘New Catalog Creation’ on N: then choose N:.  If the catalog exists on 
another drive, choose that drive letter.   
 

 
 
On the appropriate drive letter, click on the desired folder.  If the file was created in 
N:\New Catalog Creation, then click on that. 
 

 



Within the selected folder there should be at least one (if not more) previously created 
catalog files.  Find the appropriate file and click on that. 
 

 
 
The following screen (probably with data in the fields) will appear.  Continue entering 
data into the catalog. 
 

 
 
 
 



On the menu screen, if you want to open an existing file but click on New Catalog 
instead of Open Catalog, you will get the following error message: 
 

 
 
If you click on Yes the file will be zeroed out and all the data you entered will be lost.  
DO NOT DO THIS.   
 
Instead, click on No, then on the next screen click on Cancel (in the lower right corner). 
 

 
 
The menu screen will come up again.  This time choose Open Catalog. 
 

 


