Getting Started

There are 5 tutorials in the "Getting Started"” series.

Where Do | Begin?

What Do | Do Next?

Ethics and Etiquette

Maintaining Control of Your Research
Proper Documentation

These tutorials will give you the basic information to begin
your genealogical quest, help you set up an organization
system for filing and for conducting research, teach you the
basics of documenting your work and the ethics and etiquette
of genealogy research.

Visit us at www.genealogytutorial.com for more tutorials on
how to increase your genealogy research success.
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Genealogy Basics: Getting Started

Tutorial 1: Where Do | Begin?

T —

Start by completing two basic forms. These are:

Ancestor or Pedigree chart

Family Group Sheet
You will complete one Ancestor Chart that starts with you and two Family Group Sheets. One Family
Group Sheet will be for your family—you, your spouse and your children. The second Family Group
Sheet will be for your parents and their children.

An Ancestor Chart (also known as a Pedigree Chart) is an expanding tree showing you and your direct
line ancestors, i.e., parents, grandparents, gr-grandparents, etc.

A Family Group Sheet is a chart showing a nuclear family, i.e., parents and their biological children.
Adopted children would be included on this chart also. However, children with a different biological father
or mother would be included on a separate chart.

Enter the data that you know. If there is unknown data, such as a birth date, leave it blank. When you get
that information, you can add it to the chart.

There are a number of genealogy software programs available. They all function basically the same.
Instead of completing a separate ancestor chart and family group sheet, you will enter data on a screen
that looks very much like a family group sheet.

The advantages of using computer software include:

e You only enter each piece of data once. The computer will generate ancestor charts and family
group sheets from this data
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e You can correct misinformation or add new information as needed without having to complete a
new form.

e Notes and facts about each individual are directly connected to their name.

e |tis easy to carry all the information you have about your family on a small USB flash drive, an
external hard drive or a laptop.

[Detailed discussions for using technology and will be discussed in the Tutorial "Software",
which is part of the "Technology" series.]

———
Genealogy Data Entry Standards
For all genealogy forms, both printed and electronic, the following standards should be followed:

Example
12 Dec 1923 or Dec 12 1923
Examples
e Dr. John William “:Billy”
DOE, Jr.
e Catharine Caledonia
Amanda Josephine SMITH

Example
Locations New York, New York, New York,
USA

M = male
F= female
U = unknown

Examples
e “ca. 1850"
e ‘“bef 9 January 1892"
Unknowns * “Nancy....”
e “J.M.SMITH”
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I —
Completing an Ancestor Chart

Use the standards described above for all dates, names and locations.

Print the sample Ancestor Chart and a blank Ancestor Charts which are included in this
series for your use.

Remember that an Ancestor Chart depicts your direct ancestral line and includes only basic information
about each individual.

Enter your name, complete mailing address and the date in the section at the top left
of the form.

Number your chart. If this is your first chart, then it will be chart number 1. How to use
the information under the title will be explained later.

On the line numbered “1” write your full name. If you are a female, you will use your
maiden name, not your married name.

On the line numbered “2” enter your father’s full name. Enter his birth date, place of
birth, marriage date and death date and place of death, if deceased.

On the line numbered “3” enter your mother’s full maiden name. Enter her birth date,
place of birth, and death date and place of death, if deceased.

Continue completing the form for your grandparents, gr-grandparents, etc. Fill in the
information that you know or think that you know. Leave blank the spaces for names,
dates and locations that are unknown to you.

Notice that all the males are even numbers and the females are odd numbers, except
for number 1 which can be either gender, depending on the gender of the person
who becomes No. 1 on each chart.

Subsequent Ancestor Charts

Notice that the last column of names (16 to 31) do not have a space for locations. This information will be
continued on a subsequent Chart. To complete subsequent Ancestor Charts follow these additional
instructions.

e The chart number for person number 16, for instance, is entered on the line labeled “(father of
No. 8 cont. on Chart No. )"
e On a new ancestor chart, enter the Chart no. for person no. 16
o0 EX: “father of No. 8 cont. on Chart No. 2"
0 On Chart #2 enter “"Person No. 1 on this Chart is person No. 16 on Chart No. 1”
e Complete the chart as described above.

Copyright 2008 Sandra M. Hammons www.genealogytutorial.com Getting Started

3





.Eompleting a Family Group Sheet

Use the standards described above for all dates, names and locations.

Print the sample Ancestor Chart and a blank Ancestor Charts which are included in this
series for your use.

¢ Remember that a Family Group Sheet contains a father, mother and their biological
children. Adopted children would be included on this sheet.

e Itis best notto mix children who have different sets of biological parents. Mixing families
confuses the family line.

e Complete a family group sheet for each family on your ancestor chart with the information
that you currently know.

Family Group Sheet: Header

In the top left box enter your name, complete mailing address and the date.

In the top right box enter in capital letters the surname group for this family. This is usually
the last name of the husband in this family

Entering Information about the Husband and Wife
On the Family Group Sheet there is a section to enter the Husband’s name, vital statistics and additional
information and a section for the Wife's name, vital statistics and additional information.

Enter the data as indicated in each step. The vital statistics for an individual include their birth,
christening, marriage, death and burial and the locations where each of those events occurred. Enter the
additional sections with the appropriate information. Remember that women have served in the military,
even the Revolutionary War.

Enter the husbands full name, include any nicknames, titles or suffixes such as “Dr.” or “Sr.”
If this chart is for your family (parents and siblings), then the husband will be your father. If
this chart is for you and your spouse and your children, then the husband will be you or your

husband.
Enter the wife’s full maiden name; include any nicknames, titles or suffixes such as “Dr.” or

“Sr.” [Yes, some women had these titles and suffixes] If this chart is for your family (parents
and siblings), then the wife will be your mother. If this chart is for you and your spouse and
your children, then the wife will be you or your wife.

Enter the birth date and birth place, following the appropriate data entry standards.
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Enter the christening date, if applicable or known. Then enter the place of christening (city,
county, and state).

Enter the date of marriage and place of marriage. The place of marriage might be a city or
town or it might be “the home of Thomas Jones.” A marriage is only entered under the
husband’s vital statistics.

If deceased, enter the date of death and place of death.

Enter the date and place of burial. Do not enter this date unless you know the actual date of
burial. Do not assume that the current traditions for burial have always been the same or are
the same from state to state. For the place of burial, add the name of the cemetery as well as
the town. For instance, “Rest in Peace Cemetery, Jonesborough, Washington Co, TN.”

Enter all the occupations known for person

Enter the church affiliation

Enter data regarding military service. You may only know the branch of service or the name
of the war in which they served or you may know their unit number

Enter the full name of the individual’s father.

Enter the full maiden name of the individual's mother.

Enter the name of another spouse, if applicable. If there is a 3rd spouse, enter that in the
space “Other Spouse (2).”

Entering the Data for Each Child

On the Family Group Sheet there is a section to enter the each child’s vital statistics. Enter the data for
each child as indicated in each step. If you have to continue on a “Children Continuation Sheet,” be sure
to number the sheet and each child in sequence of birth.

Enter the gender of child. Remember that there are three genders in genealogy: M, F, and U

Enter the full name, including surname, for the child.

Enter the full name of the spouse of child. If they never married, enter “never married” in this
space.

Enter the date of birth and place of birth for child 1.

Enter the date of marriage and place of marriage for child to the spouse entered on this
chart. Additional marriages will be recorded on the Family Group Sheet for the child’s family

group.
Enter the date of death and the place of death for child.

Enter the date of burial and the place of burial for child.
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maﬁonzﬂ Family Group Sheets

Complete a Family Group Sheet for your immediate family (you, your spouse and
children, if you are married or have been married).

Then complete a Family Group Sheet for your parents and their children
(including yourself).

You would then complete a Family Group Sheet for each additional ancestor’s
family.

At some point, you will complete Family Group Sheets for some or all of your
siblings, uncles, aunts and cousins of all generations.

How many Family Group Sheets you complete will depend on what is relevant to
your research.

At some point you will be glad if you have a computer software program.

The next tutorial in Getting Started is:
“Tutorial 2: What Do | Do Next?”

This tutorial will guide you through collecting data that you have available to you at
home and from your family.
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Genealogy Basics: Getting Started

Tutorial 2: What Do | Do Next?

Collect Documents

Letters

Marriage licenses

Birth Certificates

Obituaries

Photos

Any other information that you have about your family and your ancestors
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¢ Make notes of the information that is missing
e Make a list of questions about family and events that you notice are not in your data.

Questions

--When did Gr-Grandfather Smith die?

--What was Gr-Grandmother Smith’s maiden nanme?

--When did the Smiths come to Texas?

--When was Grandfather Jones born?

-=When did Gr-Grandfather Smith and Gr-Grandmother Smith marry?
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Take your list of questions and missing information and decide who in
the family might know the answers to your questions or have the
information you seek. Make a sheet with that person’s name at the top
and then list the questions you have for them. You will probably want to

ask more than one person each of the questions.

Once you have your lists organized you will be ready to contact each of
those family members. If at all possible talk to the older members of the
family first. They are the most likely to know the answers to most of
your questions, though that is not always true. If you have family
members nearby or will be visiting family members, be prepared to
interview them as soon as possible.
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MEvIewWIimgrs an art

If you ask your question outright, you may find that your great aunt doesn’t
remember when her grandfather died.

However, if you were to ask her how old she was when he died, she could
probably tell you that and most likely what time of year it was. From that
information you would be able to approximate his death date, which is a clue you
can usually track down.

Keep the interview casual. Just make conversation.
Let them tell their stories.

You will need to keep bringing them back to your questions, but frequently the
answers to your questions will come to light in their reminiscing. Many times you
will get important information you didn’t know to ask about.

conducttherintervien

Set aside plenty of time on your schedule, but be sure before you
go to visit or call them that they have an hour or two to visit with
Keep the Interview to no more than 2 you. If you don't intrude on their time too much, they will be more
hours likely to be glad to visit with you again at a later date. Also, after
about two hours, most of us have tired of focusing on a particular
topic and would rather move on to something else.
While you are interviewing each family member ask about them:
when and where they were born, where they went to school, and
Ask questions about their life. where they worked. Ask them to tell you what they know about
your parents, aunts and uncles or other family members they
NEVAQWA
Take detailed notes. You can also Interview family members more than once that like to talk and tell
record the interview with a tape stories, if you can. Each time you will get new information. Get
recorder or video camera permission to record them!
Take pictures or memorabilia with you for them to look at. They
may be more willing to share what they have if you bring items
with you. They may also be able to answer questions you may
have about the photos and most of the time these types of items
will help jog their memories.

Ask to see any pictures, Bibles and
other memorabilia that they may have.

Take their picture, a picture of their home and family and ask if
they mind if you scan or photograph their photos, Bible or other
memorabilia they may have.

Take a scanner and/or digital camera
with you to the interview.
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SENUN e thankyou carc

Be appreciative of their help.
Send them a thank you card or
letter, letting them know how helpful
they have been in adding to the
family history.

Next you will add the new data to your ancestor charts and family group sheets.

After that you will need to organize your data and keep track of your research.
Lessons 4: Maintaining Control of Your Documents and Lesson 7: Tracking Your
Research will instruct you in a few strategies to stay organized and keep track of what

you have learned.

The next tutorial in Getting Started is
“Tutorial 3: Ethics in Genealogy”
This tutorial will guide you through ethical behaviors and practices. These
behaviors and practices will provide authenticity and credibility to your research
and will assist you in following copyright laws.

There are many lessons that follow that
will assist you in knowing what to do next.
Continue with the “Genealogy Basics”
series.

Complete each tutorial. These tutorials will
provide you with guidelines and strategies that
will make your research more productive and
successful. You will be able to keep track of what
you know and know what your next steps are.
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y Tutorial

Genealogy Basics: Getting Started

Tutorial 3: Ethics & Etiquette

Ethics is defined as a code of conduct for an individual, a group or an organization. While this is the most
commonly accepted definition, it is really more about a set of moral principles—a value system. It includes
not only a set of legal and moral responsibilities but also a set of behaviors

I T —

Ethical behavior in genealogy covers the territory of copyrights, plagiarism, respect and courtesy.

Understanding the laws of copyrights is critical in your genealogical research. The basic rule is this: if you
wrote it, you own it. Of course, it is more complicated than that and we will not deal with the intricacies of
the law (because | am not a lawyer), but will cover some basic concepts.

There is a great deal out on the internet regarding copyright and you might want to do some research. If
you intend to publish something, | recommend that you consult a copyright attorney for professional
advice.

I TR —

There are two basic rules to follow to be sure you are complying with the law:
1. Ask permission from the writer and/or publisher to quote parts of their work
2. Give the writer and/or publisher credit for anything you use from their work.

Copyright 2008 Sandra M. Hammons www.genealogytutorial.com Getting Started

1





What is free and what is copyrighted?

If it is in print, posted on the Internet, a photograph, a movie, a video or music and there is no notice that
the content is free to reproduced by anyone, then it is copyrighted.

Copyright Laws

1 Copyright laws in the United States protect a written or printed work from the time the author
begins writing until 72 years after their death.

— If you send a letter to your great aunt, that letter is protected by the copyright laws until
72 years after you die. The only legal way for someone to use any or all of that letter is if
they have your permission and then the law states that they must give you credit as the
author.

2 When you seek permission from an author or publisher, be sure to get that permission in writing.
If the book or website states that the content may be freely copied, then make a copy of that
notice and file it with the material obtained from that source. Even then, be sure to give credit to
the author, publisher, etc. in a footnote and in your bibliography. (And you thought you would
never use those research paper writing skills you learned in school.)

What is “fair use”?

“Fair use” is a concept that you can use “a portion” of a work without the author/publisher’s permission as
long as you give them credit.

The courts are still determining how much a “fair use portion” is. In some instances, you may be able to
guote only a few words and in some instances, you may be able to quote a paragraph.

The challenge for you is that you don’t know what will be considered “fair use” until you are notified by the
author/publisher’s lawyer.

What To Do (Again)

1 Your best procedure is to go back to “Rule #1"—get permission
2 Once, you have obtained permission; follow “Rule #2” by giving the author/publisher credit for
their work.

Plagiarism

Plagiarism occurs when you use someone else’s original material or ideas without getting their
permission to use their material and not acknowledging the source.
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What is not “common knowledge”

Another person’s genealogical conclusions

Facts, maps, charts, pictures that were not created by you

Paraphrasing someone else’s words

Using a direct quote without setting it apart in a work with quotes, italics or some other
distinguishable format and not identifying the source of the quote.

Not giving credit to the author

A WNBE

(6]

Is paraphrasing plagiarism?

Paraphrasing someone else’s information occurs when you rewrite that information in your own words.
Even then you must still give credit to the source of your information or what you write is considered
plagiarism.

What To Do (for the third time)

1 In genealogical work, most of your writing will be sourced, since you will be relying heavily on
information you collected from public records, other family members, private documents, written
histories and published maps and photographs.

2 When you are writing about your own experiences and recollections, using photographs that you
took (not pictures of pictures or scans), maps that you drew, and conclusions that you made, then
you will not need to provide source information. My personal preference, though not required, is
to footnote the facts | have from my own experience, by stating that these are the “author’s
recollections” or something similar to that.

3 For your genealogical work to be considered ethical, you must give credit (cite your
sources=footnotes and a bibliography) to the source of your information.

[Guidelines for documenting your research will be found in the tutorial "Proper Documentation”, which is
part of the "Getting Started" Series]

The Moral Responsibilities of Genealogical Etiquette

Use all those behaviors your mother and your teachers taught you.

Be nice
1 When you go to a courthouse, library or other public institution be courteous.
2 Keep your voice low (elementary teachers call it using your “small voice”) when talking to others.
3 Share the space. Try not to take over the whole table with your materials.
— Ifyou are in a courthouse, relinquish your spot to those who are there to do current court
house business.
— Ifyou are in a library or archives, pay attention to individuals who are looking for a place
to work and make room for them at your table, if nothing else is available.

Say “Please” and “Thank You”
Ask for help from clerks and librarians by using the common courtesies. It is true that you will get better
assistance when you say “please” and “thank you.”
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Respect the property of others
1 The records and books that you use in any repository belong to that institution and as such
should be treated with care.
— Be careful with old books and records that are fragile.
— Turn pages carefully
— Request assistance if you need to copy a book that is falling apart.
— Don’'t make corrections in the books and records that you find.
2 Don't eat or drink in any repository that you are in.
3 If you find someone else in the library or archive that is working on something you might be
interested in, ask before you rummage through their things.

If you got it out, put it away
1 When you are finished with books in a courthouse, be sure to re-shelve them where you found
them.
2 Most libraries and archives want their books placed on a cart so the librarian can re-shelve them.
They do that for two reasons:
— To be sure that the books are placed back on the shelves in their proper place
— To have a count for usage. Many public and private libraries are funded based on the
usage of their materials.

Leave a place the way you found it
1 Throw away your trash.
2 Put away your chair or stools that you used to reach materials.
3 Unless requested by a librarian to do so, do not leave piles of books and records on the table.

T

The next tutorial in Getting Started is
“Tutorial 4: Maintaining Control of Your Documents”

This tutorial will guide you through organization strategies. By being organized you
will also know what information you have collected, what sources you have
researched and where you stored the information that you collected.
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Genealogy Basics: Getting Started

y Tutorial

Tutorial 4.1: Organizing Your Research

I

In collecting information about your ancestors and in documenting the source of your information you will
need to address the following three items.

e When
e Where
e What

When

There are at least two dates to be captured when collecting data.

e Date you acquired the information
o Date or dates relevant to the event being extracted
e Some documents may have more than one date.
0 A deed record will have a transaction date, a filing
date and a recording date.
0 A marriage may have an application date, a date for
issuing the license and a marriage date and a
return date (when the minister or JP "returns" the
completed document to the courthouse for filing.

g Mar 2005
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Where

There will be more than one location to be captured when collecting data

e Repository where the information was
found (library, family history center, private
collection). Be sure to include a complete
address for the repository

e Location or locations relevant to the event
being extracted

0 A deed record may have been
recorded in one location while
either the buyer or the seller lived
in a different location.

0 Some marriage licenses are issued
in one location, while the marriage
is performed in a different county or
state.

[More information about repositories and their use will be found in the Tutorial "Repositories”, which is part
of the "Beginning Research Techniques" series..]

What

Collect all the specifics regarding the event being extracted.

e What type of document
e Names of all individuals named in the
document
e Role of each individual named in the
document
e Details in the document such as:
0 A property description
o Reason for a lawsuit
o Outcome of the event

The most common method of collecting data is using forms. Why should you use forms, rather than just
recording information on regular note paper?

e Forms provide organized ways to collect and analyze data

e Forms provide vehicles for collecting all the relevant information, including where and how you
got your information

e Forms include spaces to collect all the information you need to properly document your research
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e Forms provide a way to keep data neat and legible
e Forms provide easy ways to help share our research with others

[Detailed discussions for collecting data and the variety of methods you can use are found in
the Tutorial "Collecting Data", which is part of the "Beginning Research Techniques" series.]

I T —

There are a set of forms that you should be familiar with and use for genealogy research. Examples of
each of these forms will be found at the end of this tutorial. The basic forms are:

Ancestor Chart: You should have already completed one of
these charts in Tutorial 1. Remember that these charts show
the direct line lineage of an individual. These are also known
as a "Family Tree" or "Pedigree Chart." The most common
ones are 4-generation and 5-generation charts. Four (4) and
five (5) generation charts are usually found as letter or legal
size pages.

There are, however, numerous other sizes, such as 8-
generation charts and 15-generation charts. The larger ones
are usually used as wall charts. The standard view in most
genealogy software is a 5-generation chart.

These charts contain only the basic information about you and
your direct line ancestors:

Full name

Birth date and location

Marriage date

Death date and location

Family Group Sheet: This is another chart you should remember from Tutorial 1. Remember that a
family group sheet provides information about a nuclear family. This includes a father, a mother and their
biological and/or adopted children. All members of the family are recorded, including children who are
deceased. It is a more detailed record of the family.

There should be a separate family group sheet for each separate marriage and the children of that
marriage.

Research Notes: Notes allow you to "take away" the information that you found. Using a form

Prompts you for the documentation information

Aligns page numbers with the information obtained from that page
Provides a space for recording the information you seek

Keeps the documentation attached to the notes.

[The tutorial "Proper Documentation” , which is part of this series , "Getting Started,"
will discuss the need and process for collecting and using documentation.]

e Write your notes legibly. Not only will others need to be able to read your notes, but you should
be able to understand them 10 years from now.
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o If you have multiple pages, be sure to:
o Number the pages
¢ Repeat the date of research, focus surname and repository information at the top of each
page.

Individual Chronology: An individual chronology organizes all the events about an individual and places
them in a timeline. A chronology is one of the best ways to evaluate what you know, may know or do not
know about an ancestor. The chronology form will help you

¢ Organize all the information, whether proven or unproven, about an individual and their family

e Indicate where you obtained the information that you have, whether it is from a deed record or
from your Great-aunt Susie.

e Enter conflicting data that you will want to keep in mind as you try to resolve the conflict

o Determine what life events about your ancestor are missing

e Determine what data may be unreasonable

e Plan the next stage of research

[The tutorial "Chronology" , which is part of the series , "Beginning Research Techniques,"
will guide you through the development of an individual chronology..]

Research Log: This form is essential to maintaining control over your research and maximizing the
efficiency of your project. This form may also be known as a Research Calendar or Research Journal.
Using this form will

Provide a written record of what sources and repositories you have searched

Identify where you found information

Identify where you found nothing (which is just as important as where you found information)
Save you time because you are not revisiting sources already reviewed

Help move your project forward by identifying new areas for research

Correspondence Log: This form is used to document all your correspondence, whether by e-mail,
message boards or traditional "snail" mail. This would also be used to document phone calls. With the
correspondence log you will be able to

Keep track of all correspondence

Records the date of each communication

Remind yourself to answer correspondence

Remind yourself of what materials you have requested from each correspondent
Remind yourself of what materials you have received from each correspondent
Remind yourself of what materials you have sent each correspondent

Keep a record of correspondents’ addresses

Keep track of addresses that are outdated

e

The next tutorial in Getting Started is:
“Tutorial 4.2: Organizing Your Documents, Notes and Pictures”

This tutorial will provide strategies for organizing documents, photos and notes. With
an easy to use organization system, you should be able to find any document
quickly.
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Genealogy Basics: Getting Started

Tutorial 4.2: Organizing Your Documents, Notes
and Pictures

You will collect or may already have a box of
documents, notes and photos. The best way
to be organized is to get organized from the

beginning. Starting with a simple system and
expanding on it will help you stay organized.

You need a filing system!
You will need a system for filing your documents, photos and notes that allows you to find any of those
items quickly. To be able to do that you will need a method for organizing the data collected so that you
can easily retrieve your documents when you need to.

The goal is to collect data in an orderly way so that you can know what you have, where you got it and
where you stored it.

[Digital organization systems will be discussed in the Series "Technology Suggestions."]
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To organize your records you will need:

e 2" 3-ring binder

e 1 set of 5 tab dividers (use ones
that where the tabs stick out
beyond the sheet protectors)

e sheet protectors

AR RE e

Step One

Step Two

Step Three

Step Four

Step Five
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To organize your photos you will need:
e Archival quality photo pages
e Archival quality photo album
e A photo labeling pen or a pen with
archival quality ink

Step One

Step Two

Step Three

Step Four

Step Five

—

EXanding Yours

When your notebook becomes too full, you can expand into
notebooks labeled for each surname. Each notebook is then
organized the same way each tabbed divider was.

The basic system is organized well enough that expansion
or reorganization would be a simple task.

[Organization systems will be discussed in the series
" What Else You Need to Know..]
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This notebook or series of hotebooks should be treated as your archival system for filing your documents,
notes and pictures. If your only copy of a document is a photocopy, you should treat it the same way as
you would the original. The best way to protect your work is to place all documents and notes into sheet
protectors and all photos into archival photo pages in albums.

When you need to take these items with you for research away from home, you should make copies of
the necessary items and carry the copies with you. Today's home "all-in-one" printers make excellent
color copies of photographs, as well as excellent copies of other items. You can also photograph items
with your digital camera and then print them out to take with you.

ALWAYS! ALWAYS! ALWAYS!
Leave your original or "best copy" documents at home in their files.

Leave your photos at home in their photo albums.

[Preservation strategies will be discussed in the series"” What Else You Need to Know."]

The next tutorial in Getting Started is:
“Tutorial 5: Proper Documentation”

This tutorial will provide guidelines for collecting the information you need to properly
document all of your sources and provide credibility to your research.
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