
 
Access Database Artifact Cataloguing Setup 

1. Open the Access Catalogue Template 
a. You will be prompted to save the database. Save accordingly with an appropriate file 

name. 
2. Under the tools banner, a notification will show asking if you would like to enable the data 

within the template. Click “Enable Content”. 
3. Some fields will have a default value such as the Permit No and Borden. To enter a default 

value in any of the fields, open the “Catalogue Master” table on the left side of the window. 
a. Change the view of the table to “Design View”.  
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b. At the bottom of the screen under “Field Properties” you can enter a “Default Value” 
for the selected field under the “General” tab.  

c. When entering a default value, put the default value in quotation marks (i.e., “AbCd-
123”, “A2025-123”, “Area A”, etc.).  

d. Once all the defaults have been set, save the database and return to the “Table 
View”.  



e. Default values will now show on the “Catalogue Master” table and in the 
“MasterCatalogueInput” form.  

4. On the left side of the window there are 2 “Forms” available. Open the form labelled 
“MasterCatalogueInput”.   

a. The field “Cat No” is an auto generated sequential number. Once you start entering 
data in the other fields, an auto number will populate in that field.  



b. It is important to note that records should not be deleted. If the record is deleted, 
the “Cat No” cannot be reused. Therefore, if an error has been made on a 
particular record (i.e., catalogue entry), the user should edit the record rather than 
delete it (i.e., use the record [Catalogue number] for another artifact).  

5. If you revisited a site and your catalogue starts at a number other than “1”: 
a. On the left side of the window, right-click on the “CatStartNo” Query. 
b. Open the “Design View”.  



c. At the bottom of the screen, enter the first catalogue number you will use (ex. 34).  

d. At the top of the screen in the tools ribbon, click “Run”.  

e. A warning message will appear that states “You are about to append 1 row(s). Click 
“Yes”.  



f. Close the query and open the “Catalogue Master” table. You will see that the “Cat 
No” is 34. Open the “MasterCatalogueInput” form and the first record have 34 
appear in the “Cat No” field.  

6. Tables have been linked to certain fields in the Master Catalogue with limited lists of 
choices (i.e., RawMaterial, FunctionalGroup, FunctionalSub, etc.). If there are options 
missing from these lists you can edit the tables to fit your cataloguing needs.   

7. Artifact Tags currently show the fields that must be present when submitting to the Royal 
Saskatchewan Museum. You can add more fields if you wish but be mindful about the size 
of the tags you are printing. They must fit within the artifact bags you are using.   

8. To print artifact tags, open the “Artifact Tag” form on the left side of the screen. 
a. Click “File”>“Print”>“Print Preview” 
b. In the tools ribbon, make sure “Print Data Only” is deselected.  

c. Click “Page Setup” under “Page Layout” 



d. In the window, make sure the fields are filled as follows:  

e. Check all the pages to make sure the tags are aligned. Adjust page margins 
accordingly.  

9. To export the “Catalogue Master” table, click the “External Data” tab on the tool ribbon. 
Under “Export” select “Excel”. Work through the wizard and save accordingly.  
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