Installing HACS

Pull a copy of hacs-4.0.accdb to your computer or H: drive. In this case, it
was pulled to the desktop. Then right-click on the icon on your copy and
select Properties:

Clear the Read Only check box. Your copy is ready to use.
Under no circumstances should you try run the one stored on N:
You will only need one copy of HACS 4.0. It doesn’t store your actual

catalog data; it only serves as a front end. Your actual catalog data is stored
in individual files.
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Opening a new catalog in HACS:

Double click on the icon for hacs-4.0.accdb:

/E‘I

(o

hacs-4.0.acc
db

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

main

ARMS Catalog Utility

Open Catalog

New Catalog

Quit

© SDSHS Archaeological Research Center
v. 4.0 (09/26/2014)

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

[ File Save ill

{ JC ) [I- = (%) torc11938 (WState. SD.Local\Home\TORCI) ~ My Documents ~ Access + &3 [ search Access @l

Organize ¥ New folder P e‘
| AutocaDR14 A
BegASPNET (E‘ { (E‘ { (A_J‘ (A_J‘
L g o8 3 | (Coemd
| bm
| esri ref integ siteform-10. test throwaway.a

test.accdb accdb catalog.accd ccdb
| Favorites b

| fint_hil J
| fpcgs
| from floppies
| latex
| . manitoba publicatic
| mdb20080221
My Documents
| . Access
| AdobeStockPhott j

Flle name:
Save as type: |AII Files (*.*)

[
[~

~ Hide Folders Took ~ Save | Cancel |

4

The folder that the screen opens in will vary on each computer. On the left side of the
window, scroll to the N: drive
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‘(7} ) [/~ () torc11938 (\tate.SD.Local\Home\TORCI) ~ My Documents = Access + [ [ search Access

®lmix

Organize ¥  New folder iy ~

| Winword Ll = (] A=l (A=
# | old TORC1938L de ‘AA_] .il .il .it

| scan

# | UserData ref integ siteform-10. test.accdb throwaway.a
@ i, wingames test.accdb accdb ccdb
® | Work

< () TORC1 (\\State.

< (M:) M_Drive (\\ESPF

& (N:) TORCI (\\State.SD.LocalWork) |

= (R:) history (\\state.sj

= (S:) archaeology (\\s

< (T:) archaeology (\\s

= (¥:) gisdata (\\164.1!

< (Z:) htdocs (\\164.1_|

'
L4

Fiie name: | *.accdb

Save as type: |Aﬂ Files (*.%)

Ll

+ Hide Folders Toos ~ Save | Cancel |

v

Find the folder where you are working and click on it (in this case, “N:\Projects\example
project”):

A File save ]

X
|e(_)v ‘ | .+ Computer ¥ (N:) TORC1 (\\State.SD.Local\Work) * Projects * example project - @l search example project @‘

Organize v  New folder B -~ 9
El | Projects ;l

| 39hs1

| Burials

| Curation

No items match your search.

HHBEE

| Deadwood
| Deadwood 11-17
DOT
' example project
). GFP
| Hartford Beach _|
| Mockup
| Other Projects
| Qutreach

H H

HEEBSE

| Presentations _I
-

File name: | *.accdb j
Save as type: |AJ\ Files (*.%) j
“ Hide Folders| Took Save | Cancel |
4

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 00-
xxX.39XXxxxx.accdb (in this example case, that is what we’ve used). After you have
entered the desired file name, then click *Save’.
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| . example project

| GFP_ . . LI

File name: | 00-xxx.39xxxx.accdb

Save as type: IA]I Files (*.%)

|

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

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

ARMS: Artifact Catalog
ARMS Catalog Utili
atalog Utility
: Accession l]:l Catalog | |
Class | d
Class no | |
Material | | Count I:l
Unit | | Complete [
Level | | Disp quality [&
Feature | |
Prov [ | Date collected l:l
Comment
Loan no l:l Conserv no l:l Storage no l:l
Cataloged by | | Date cataloged l:l
© SDSHS Archaeological Research Center
v. 4.0 (09/26/2014)
Record: M 1.0f1 Bl K No Filter Search
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Opening an existing catalog in HACS

Double click on the icon for hacs-3.01.accdb:

e
LY

hacs-4.0.acc
db

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

main

ARMS Catalog Utility

Open Catalog

New Catalog

Quit

© SDSHS Archaeological Research Center
v. 4.0 (09/26/2014)

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

[ File Open x|

(_)(_) ‘ | . ¥ Computer ¥ (N:) TORCL (\\State.SD.Local\Work) ¥ Projects ¥ example project - & | Search example project @l

Organize ¥  New folder == 0+ Ol @

| Journals_Magazines = =
| MaterialTypes ‘Q
| mdb
| Michaels Digital Library 00-xxx.39X
| Michael's Journals Xxxx;.accd
| Michael's Newsletters
| newarc
| New Catalog Creation
| NRHP Forms J
| NRIS list
| Over
| Phone tree Rapid City SARC
| Prehistoric_Pottery
| Presentations
| Projecis
| 39hs1

File name: Ii j IAccess Database (‘.mdb:*‘acj

Toos ~ Open | Cancel |

2

The folder that opens will vary. You might need to use the left-hand column to navigate
to the folder where your catalog table is located:
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Once you have navigated to the correct folder, select the appropriate catalog file and open
it.

[ File open - x| I
‘C)(F) ‘ | . v Computer v (N:) TORC1 (\\State.SD.Local\Work) ~ Projects v example project b ml Search example project \!_gl
Organize ¥  MNew folder = 9

| Journals_Magazines -]

| MateriaTypes Q

| mdb

| Michaels Digital Library 00-xxx.39X

Xoooox.aced
b

| Michael's Journals

| Michael's Newsletters

| newarc

| New Catalog Creation

| NRHP Forms J
| NRIS list

| Over

| Phone tree Rapid City SARC

| Prehistoric_Pottery

| = Presentations
| Projects
| 3%hsL
=]
Aot
File name: IUU-xxx 39X0000x.acedb j IAccess Database (*mdb;* acj

4

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

ARMS: Artifact Catalog
ARMS Catalog Utility =11
g
»
e —— |
Class | d
chssra |
Material | | count I:I
Unit | | Complete [
Level | | Disp quality [®
Feature | |
Prov | | Date collected |:|
Comment
Cataloged by | | Date cataloged I:I
@ SDSHS Archaeological Research Center
v. 4.0 (09/26/2014)
Record: M lofl Ll & No Filter Search
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Warning!

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:

e x|

x
"\ ay -2. ‘ | . = Computer = (N:) TORC1 (\\State.SD.LocalWork) = Projects = example project - m\l Search example project ful

Swatch
 Windows ©

Organize *  New fokder SHER A

| NRIS It =
). Over
| Phone tres Rapd C
| Prehistorc_Pottery
| Presentations
| Frojects
b 29hs1
| Burials J
} Curation
Deadwood
: Deadwood 11-17 Confirm Save As
) DOT

(x5, 390 x xx acodb already exists,
| . exampie project _!;. [0 you want o replce 17
| GFP

s [ [ ]

Save a5 type: [Al Fies (*.%) = | 5

jch Cantar

= Hide Folders Tooks = Save | Cancel | 262012) |
i

File nami: | S

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).

T X
‘;\j(/ | ¥ Computer ¥ (N:) TORC1 (\\State.SD.Local\Work) ~ Projects ¥ example project ~ (& [ search example project 2|
Organze >  New folder i - 9

| NRIS st |

Over
| Phone tree Rapid C
| Prehistoric_Pottery

). Presentations

). Projects

}. 3%hsL

Burials
Curation
Deadwood
Deadwood 11-17
DoT

example project
GFP

File name: | Sy

B

Save as type: [Al Fies (<) ~|

« Hide Folders| Toos ~ Cancel
VA

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

For the most part, entering catalog record data is straightforward. There is a field for the
Accession Number. To enter the accession for the first time, put the cursor in the field
and type in the accession number. Remember to type it in the correct format: two digits,
followed by a dash, followed by a 0-padded four-digit number (e.g. 92-0002). Then press
the tab key or use the mouse to go to the next field. The accession number automatically
duplicates itself in the catalog field, followed by a colon (*:”). The catalog number is
typed in at that point. Be sure to pad out the catalog number to the correct number of
digits. For example, if less than a thousand catalog numbers will be used in the accession,
start with 001, 002...010, 011...100, and so forth. That way it will be easier to sort the
catalog records. A properly formatted catalog number will have the form 92-0002:001,
for example.

The Class field is where you enter the artifact type. If you know the actual name, just
type it in. The software will attempt to assist you. You can also use the field as a drop-
down. In that case, scroll through until you find what you need.

You can also use the HACS button to find your artifact type. When clicked, it opens the
HACS Selector form. You can then move right or left through the classes to select an
artifact type. The arrow buttons tell you whether you can move left and right in the tree.

% frm_HACSSelector = B X
ARMS: Artifact Catal
st Artifact Classes Available
AR| (2]
0 ABORIGINAL REMAINS
» ] 02 FAUMNAL REMAINS
Accession 03 FLORAL REMAINS
Class 04 MINERAL/STONE
HACS Class n 05 HISTORIC ARTIFACT
06 HUMAN BONE
Material
Unit
Level
Feature
P
el I: Cancel Select
Comment

Cataloged by | | Date cataloged I:I

© SDSHS Archaeological Research Center
v. 4.0 (09/26/2014)

Record: M 1ofl [l < Mo Filte Search
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