
SAVING ARTIST BIOS IN AN ARTSYSTEMS DATABASE
SAVING ARTIST BIOS ON THE ARTIST CONTACT RECORD

ARTIST BIOGRAPHY
The artist biography may be saved in an ArtSystems database on the 
artist contact record for automatic inclusion in a generated datakit for 
that artist. 

To attach each artist biography to the appropriate artist contact record, 
the Contact record must have the ‘Artist’ checkbox enabled to be linked 
to a work’s artist. If the contact record has not been linked to the 
appropriate artist, select the Artist checkbox and link to the desired artist 
record before creating the DataKit.

1.Open the Contacts module and browse to the artist Contact record 

form.
2.Check the Artist checkbox to link this contact record to the artist 

name in the artist list or verify the checkbox is enabled.

3. Select the Document button  on the toolbar to view the 
Document View of this record.



4. Paste text from any document into the Document View. Be sure to 
paste under the dotted line which denotes the heading level of the 
document.

5. Click Save.

Example of Saved Artist Biography:

Please note that Biographies can also be formatted in tables such as this:




The Artist Biography  may alternatively be saved as a rich text 
document (.rtf) and manually attached in the Web Manager on 
the specific Artist form. This is useful when an alternate Artist 
Biography or description is desired on the Web site or the 
original transaction document is needed.

Attaching and editing the Artist Biography in Web Manager

1. A saved RTF document can be loaded into the Biography field (see 
figure below) by using the Browse button , browsing to locate 
the appropriate document and attaching the document. 

2. If the Biography is edited in the Biography field, the edits must be 
saved by clicking the Save button , naming the file and clicking 
Save in the Save Document window.



If further assistance is needed, please contact Artsystems Support.
Artsystems Support 212-620-5500 x 2

Support@artsystems.com
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