Why Document?

* To help you decide what to do with conflicting
iInformation

* To help you keep track of contacts and evaluate
them

* To help other researchers find the sources you
have found

* To keep you from wondering, later, “why did |
say that?”



Documenting

» Everything you add to your legacy database should be
documented

* Record sources with enough detall that any other
person in the future, including yurself, could find the
same Information

« Don't think you can save time by going back and citing
sources later; we are senior citizens!

« Keep track of addresses, phone numbers, emall
addresses of sources, but mark them as private; your
contact list is priceless!



Documenting

If something isn't documented, it is only myth

Stay away from Ancestry trees that are undocumented; they contain
myths, or at best hints

If you do use an Ancestry tree, document it anyway, S0 you can
remember where the information came from

Look at the original document if you can; transcription errors are
common

Make life easier. Use Legacy shortcuts

- SourceWriter
- Clipboard
- Sharing



Sources

Sources in Legacy are composed of

- Source Name

- Detall (page number, reel number, plot number, etc.) within that Source
- Author information

- Repository information

Source Names refer to the source as a whole, e.g. “History of Coshocton”,
and are listed in the Master Source List

Details are cited only as they are applied to specific information, for a
specific individual, e.g. “page 12", “plot 402", “reel 39”

Both Source and Detail can have media attached, such as document
photo, page photo, tombstone photo, Aunt Bessie's recorded memoirs



Add a Source

 When you come upon new information, add the source to the Master
Source List

e Click on the Master Sources icon on My Toolbar, then on “Add”

AW D s

File Edit i ew Search Internet Options Help

&Rgﬁ‘kuf& ONQO@ ED

Name History Marriage Add Search Search Census Master Master To-Do Report Last Merge Internet Legacy Map Family
List List Person~ Results List Sources Locations List Menu Report - ¥ Charting Family Search

Shortcut Toolbar

Leaacv Home Familv Pediaree | Descendant | Chronoloav | Index

Master Source List
Find: | | | Close |
Source List Name (count = 38) Tag  V |Excl =] [ Cancel = /
-Brown - Asa Clark Brown Family Bible [ = -] [
-CLARK - Clark-Clarke Families of Early Connecticut oo o0o [ Edit ]
=Connecticut, Windham County, Woodstock - 1686-1854 - Vital Records of Woodstock Oa| O
-Connecticut, Windham County, Woodstock - 1686-1929 - Records of Births, Marriages, a [ [ | O [ Options ]
-Letter - from Mabel Hilton to Virginia Larsen - 9 October 1957 [ [ Show List__ ]
-Massachusetts, Worcester County - 1800 - U.S. census O|afl O
«Massachusetts, Worcester County - 1810 - U.S_ census OO O [ Help ]
-Mlnnesota Death Certificates [ R o |
LA ER Al el kL onn L e R m (o | m




Add a Source

e Sourcewriter does the work for you, and makes you look professional

 Choose the SourceWriter Template and follow the instructions for the
type of documentation you have

o Add a New Master Source - 0
- Step 1. Add a New Master Source.
using SourceWriter

What kind of source do you want to cite?:

Cancel
rch

OR choose the type of source from this list:

*Add a Basic Style source ~ 1) Select the type of birth record:
Add a generic source here Birth register b
Artifacts 2) Where was the register created?

Banking records

Bible Created at city/local level
Birth records 3) Select the medium:
Books

Cemetery records Online database
Census records v

OR select one of your bookmarked source types:

Delete Bookmark



Add a Source

 Use the actual source title for the Master Source list name so
you can find it again

Save your work!
If you have media pertaining to this source

Step 2. Fill in the fields below.

You selected: Birth records > Birth register > Created at city/local level > Online database

111 it n

Source Info [ Text/Comments | Repostory [ Wedia [ Oyeme J Sptons

Source List Name (name to display in master source list):
IConnecﬁthown Birth Records, pre-1870 (Barbour Collection) | Output Preview:
Author Last Name: [Bnrbour | Barbour, "Connecticut Town Birth Records, pre-1870 (Barbour Collection)," database, Anceztry.com .
Author Given Name(s): ‘ Type the given name(s) of the database’s author. | Subsequent Citation:
Barbour, "Connecticut Town Birth Racords, pre-1870 (Barbour Collection)." database.
Author Suffoc | Ex..Jr, IV, elc | -
ibli o
Agency/Creator: [ Or, if authored by an agency, type the name here | Barbour. "Connecticut Town Birth Records, pre-1870 (Barbour Collection)."” Database. Ancestry.com.
Database Title: . ‘Cnnnecﬂcul‘mwn Birth Records, pre-1870 (Barbour Collection)
Format: [Database |
Website Creator: ‘ Type the author/creator of the website if different from the database author. |
Website Title: [An cestry.com |
URL: [ Type the main URL of the website |
Date: [ h p upd pyright |
[[] verified Recorded Date: File ID:
[JTag 21 Mar 2015 [ Today's Date | |
[] Exclude from reports




Add a Source

If you have media pertaining to this source, click on the Media tab
and add the media type

Media pertaining to a detail within the source should be stored later,
with that detail, not with the source

(1] Media Gallery for Source: =
- Media Gallery for Sou
| Add Media... | | Edit... | [ Options... | [ Help | c

! v

A b AT A Aty WA oy i 7
CLARK, CLARKE, CLERK. Allg Jae, of Labaan, m Afed (4
HEATH, af Provdence. ® 1, 0u 3 1847 by Rev
A, Latham
Abegrl, i, Fhanelas NEAN, Tec, 17, 1742
Ay, o Dl fo does, & Sgr, 30, 1T
Anne, & Dunel & Apee By 1 101
Appite, i Lyman SPATILDING, Apr. 24, 1823, by Ran.
Lirin ey
Hoea, 2 Mulbanid & Thankilall, & Fene 21 1753
[ecnemm, & Jilns & Gerusta, b Awg 22, 1758
Danil, s Jdus & ThekcRAL b iy 21, 1736




Add a Source

 The new source may

- Add new individuals to your database
- Confirm facts about an individual already in your database

- Provide evidence of parentage about one or more
Individuals in your database

- Add one or more events to one or more individuals already
In your database

» Unless the source confirms only one fact or event in
your database, you should put the source in the
clipboard



Use the Clipboard

Tools for using the clipboard are found at any data entry
page, B

o
» Update clipboard information o
 Attach clipboard information to owen [Asa Clark
thisindividual -~ am —
« Cite clipboard information for alll R

- .. Buried |Mar 1866
entered data for this individual /
] ] . o Age Event/Fact — Date
 Attach clipboard information to || P paprovemaem e
18 | @A Census-Household M 1810

: 8 @ Census-Household M| 1800
“unspecified” data about individual i [20

o 28 Census 1820




Update the Clipboard

* Click on the Update icon on any data entry A
page to bring up the Source Clipboard page %
(=]

e Click on step 1 to bring up the Master Source
List

(1} Source Clipboard = B

Source Clipboard

/> Step 1 Click here to select the master source to cite.
Master Source being Cited:

Source 1| Source 2 Source 3 Source 4 Source 5

'Detail Information | Text/Comments rMedla eremdes ]

No Master Source has been selected. Click here to
select the master source you want to cite.




Update the Clipboard

* Double click on the source to select it, if it IS
already listed, or click on “Add” to add a new
source

(1.} Master Source List - Select a Source for Source Clipboard - O
‘ - Master Source List
Find: | Select |
| Source List Name (count = 37) Tag V Excl =] [ Cancel ]
-Brown - Asa Clark Brown Family Bible S [ ,ﬁ/
*CLARK - Clark-Clarke Families of Early Connecticut O o g Add
=Connecticut, Windham County, Woodstock - 1686-1854 - Vital Records of Woodstock ool o4 ’ Edit ]
-Connecticut, Windham County, Woodstock - 1686-1929 - Records of Births, Marriages, a 1 0O [ —
«Letter - from Mabel Hilton to Virginia Larsen - 9 October 1957 O o a | Options |
*Massachusetts, Worcester County - 1800 - U.S. census O o a [ iaouriict ]
*Massachusetts, Worcester County - 1810 - U.S. census o oo =
«Minnesota - Death Certificates ogla [ Help ]
-Minnesota, Benton County - 1890 - veteran's census 0O 0o ag
*Minnesota, Hennepin County - 1860 - U.S. census OO
=Minnesota, Hennepin County - 1880 - U.S_ census o0l 01 -
 *Qutput [ * Text/Comments | Repository [ Media |
(®) Show Entire Source (") Show Source using Print Options
E. Endnste Citatisn: o
Brown Bible Records, 1792-1914, The Holy Bible (Hartford: Connecticut, 1850). privately held by Geoff SOG
Rasmussen, [ADDRESS FOR PRIVATE USE], El Mirage, AZ, 2008. [ Tagged
(] Verified
i [_]Unverified
Brown Bible Records, 1792-1914. [ Excluded
Bibli i [ SourceWriter
=— T P oo d. 1700 AN TEL TTo L. TELI. Yo el A F o okiecs TESA Thioet.t 43 Lo _Ee e []Basic System
[JTag . . . o
[[JExcl. from Reports Combine Highlighted Source with Another in List.

[ Verified




Update the Clipboard

 |f the detail information will change with
“prompt for detail” box

Click on save! ‘G

Source Clipboard

: - Source Clipboard

Step 1 Click here to change the master source to cite.

Fill in the detail information for the first individual here, if any

each individual, check the

=]

| Master Source being Cited:

Source 1 Source 2 Source 3 Source 4 Source 5
| Detail Information [Text/Comments [Media [ Overrides |

Step 2 Fill in the detail information below.

Brown - Asa Clark Brown Family Bible

Cancel

II(

Page:
g | ] Output Preview —
Detail | & sl = s | FootnoteEndnote Citation:
Brown Bible Records, 1792-1914, The Holy Bible
(Hartford: Connecticut, 1850), privately held by Geoff
Rasmussen, [ADDRESS FOR PRIVATE USE], El Mirage,
A7 2008.
Subsequent Citation:
Brown Bible Racords, 1792-1914,
Optional... Bibliography:
| Surety Level: 3. Almost Certain Conclusion v Brown Bible Records, 1792-1914. The Holy Bible
I Hartford: Connecticut, 1850. Privataly hald by
| [ Analyze Source Qualty ] Geoff Rasmussen, [ADDRESS FOR PRIVATE USE],
El Mirags, A7, 2008.
Recorded Date: | | [ Today’s Date ]

File ID: |

[}

lick here to go to the overrides tab

'¥| Add this Detail to the Source Citation on Reports

[¥] Include this Citation on Reports
| Werified

T [ | Prompt for Detail

1
[B I Options |

Load Citations from
Disk

Save Citations to
Disk..

Clear All




Adding Several Facts to an

Individual

o |f this is a new individual, you will
several facts, all of which need to
documented to the same source

probably have
be

» After adding the source to the Master Source
List and updating the clipboard, navigate to the

individual, or add a new individua
e Enter the new information about t

nat individual



Enter Detall

« Use the Detall page for page numbers or other information specific to
the data you are documenting

 |f the Detall is different for each individual, check the “prompt for
detail” box

- Source Clipboard Sgye your work!

Step 1 Click here to change the master source to cite.

Master Source being Cited: just testing
Step 2 Fill in the detail information below.

/ﬂetail Information [ Text/Comments | Media [ Qverrides | —

Page:

Output Preview

Footnote Endnote Citation:

(MS).

Subsequent Citation:

Optional...
Surety Level: 3. Almost Certain Conclusion v

[ Analyze Source Quality |

Recorded Date: | | [ Today's Date ]

File ID: | |

[+ Add this Detail to the Source Citation on Reports
[#] Inciude this Citation on Reports
[] Werified —

rompt Tor Detal QiIDHS
/vl | P t for Detail 0




Use the Clipboard

Tools for using the clipboard are found at any data entry
page, B

o
» Update clipboard information o
 Attach clipboard information to owen [Asa Clark
thisindividual -~ am —
« Cite clipboard information for alll R

- .. Buried |Mar 1866
entered data for this individual /
] ] . o Age Event/Fact — Date
 Attach clipboard information to || P paprovemaem e
18 | @A Census-Household M 1810

: 8 @ Census-Household M| 1800
“unspecified” data about individual i [20

o 28 Census 1820




Use the Clipboard

If you are documenting only some of the data about the

Individual, place the cursor on each field and click on “-

If you are documenting all non-blank fields for the
Individual, click on “="

Events that have been documented will have highlighted
source icons |y

Facts (name, birth, christening, death, nickname) that
have been documented can be seen by clicking the
source icon at the top of the Individual's Information page

Individual's Information [43] = =

Individual's Information

Title Suf.




 The Assigned Sources page

shows you the citation for each

bit of information about the

individual

 The top line is “unspecified”,
meaning you have a general
source for this individual, but no

specific data

Click on the data you want to
provide a citation for. You can

Use the Clipboard

 Click on “-" or “Cite a Master
Source” or “Add a Master

Source”

Assigned Sources

-0

- Assigned Sources

e

have more than one citation for

any field

| |Events Source ListName Detail V 4 Close
et 5
Name O
BMBM _limesos-Deat Ceticals ___deah cetfcate.
| |Christening O
Death «Minnesota - Death Certificates death cerificate, [
[ |Burial “Minnesota - Death Certficates death cerfiicate, (] —
 iotes O
[ |Research O
Death Cause O
Never Married 0
HArensi «Pennsulvania Venannn Coonte - 1840 - 118 rer Srriharass Taw [1
Birth: 9 Jul 1822, Tionesta, Venango, Pennsylvania, United States [v)Show all Events

* Qutput | * Text/Comments r' Repository | Media
) Show Entire Source

Footnote/Endnote Citation:

(") Show Source using Print Options

A
Minnesota Division of Vital Statistics, death certificate 22231, registration no. 136 (1918), Lorenzo D. Brown; Minnesota Department
@ of Health, Minneapolis; County: Hennepin; City: Minneapolis; address: 3120 Fremont Ave So, 8 ward; sex: male; color: white; widowed;
born: July 9, 1822; age 95 years, 6 months, 5 days; minister; borm in Pennsylvania; father: A. C. Brown, bom in Massachusetts; mother:
unknown, bom in Massachusetts; informant: M. F. Brown, 3120 Fremont Ave So; date of death: January 14, 1918; place of burial

Lakewood.

-]

Minnesota death certificate 22231, registration no. 136 (1918), Lorenzo D. Brown.



Share the Event

If an event has more than one participant, such as a census, will,
pension, etc., the event should be shared, not repeated.

Fill in the event data, including citations and media

Click on “Share Event”

‘ (1} Add Event to Milton Frances Brown - B

- Add Event to Milton Frances Brown

cuonuac co 09 WS

Date: [1850

Place: |r.|inneaunli5. Hennepin, Minnesota, United States |E] Spell Check

| Notes [Sentence Override |

0D

fi
- e
[¥] Add the event notes to the sentence

[ Refresh Sentence ] [ Edit Event Sentence Definition... ]

e appeared on the federal census in 1850 in Minneapolis, Hennepin, Minnesota, United

[T] Exclude this instance of this event from problem checking [ Private



Share the Event

* Click on “Add one or more people”
e Click on “Select from the Name List”

aEWLA




Share the Event

* Navigate to the individuals you want to share
the citation and check the boxes next to their
names

* Click on the Select button on top of the page

(1] Name List Contains 260 Names including Alternate and Married Names

=X,

SARl= Sex 1 2 3« "*Detail [ *Edit [ *Events | Notes” *Family ~“Sources
|35 Brown,Mikon Frances (1856-1931) | W | | : —

O | 64| Brown, Mina Viola ( 937) F +/ |Immediate Relatives "l

01| 32 ~ Brown, Minnesota (1858-1323 F «

0| 93 Brown, Minnesota (Abt 1359-) M [0 sib-Brown, Martin C. (1847-After 1518) »

O | 32| Brown, Minnie (1858-1929 F O o 850-After 1918 a

| 53 § Brown, Molly (1765-) F [} abeth (1852-1942 é

| 90 Brown, Myrtle Inez (1872-1954) self-Brown, Milton Frances (1856-1931) .

(]| 54 Brown, Nathan (1755/1765-) [0 sib-Brown, Minnie (1858 o

O | 23 Brown, Nathan fid (Abt 1817-189| M J [0 sib-Brown, Minnesota (Abt 185 .

O] a4 w, Nora Josephine (1873-1940) F 4
/ 154 Brown, Norman Wells ]

O | 80 Brown, Olive Semirami After 1842) | F

0| sss , Philena (Abt 185 F

0| 88 Brown, Ralph Lauriston (1877-1951) M

0| 15 Brown, Rebecca (Abt 1844- F

O | 52 Brown, Rebekah (1794-1796 F

01| 121 Brown, Ruth (1801- F _FEdtFather | & show Fathers info

[ | 134 Brown, Samuel (1730-1788) M Edit Mother

[0 | 75 Brown, Samuel (1835-) M Edit Marriage " Show Mother's info

01| 1 Brown, Samuel Miler (1795-) M Birth 9 Jul 1822 Tionesta, Venango, Pennsylvania, United States

OO | 30|Brown, Sarah M. (18 er 1918 F Chr




Share the Event

* Appropriately change the role of each individual
In the event (household member, witness,
beneficiary, etc.). Add roles as you see fit.

(1] People who share this event — B

- People who share this individual event with

Milton Frances Brown

Event: [ Gl l
Census
o [ Help ]
Description: federal
Date: 1860
Place: Minneapolis, Hennepin, Minnesota, United States
Hame Ro e
Brown, Minnesgta | Household Member
Brown Minmie ________|Household Member _ KJ|




Share the Event

e Events that have been shared have a shared

ICON Events/Facts
Age EventFact Desc/Place/Notes 88y ed O
MWMHMMMUMHM

&1 Residen ’14J 1918 Minneapolis, Hennepin, Minnesota, United States / 3120 Fre [y

* To remove the event, delete it only once where
you entered it in the first place

* Those sharing in the event will have a shared
event In their event list

Events/Facts

Date Desc/Place/Notes iy bal O] |

olg III-I. |
+ Event owner

Role

Event




Document Parentage

Icon

(1] Parents of Reverend Lorenzo D. Brown

- Parents List

Click on the Parents icon
Click on “-” or the source

Parents
*Asa Clark Brown and Elizabeth Reynolds

Add New Parents I

Link to Existing Parents... | [ Unlink from Child... |

| Select |

Edit Marriage.

E th

| Help I

Chid Status: | [:]

|V | [] Private
|' | [] Private

Reltionship o Father: |

Relationghip to Mother: |

[[Jinvisible

[Tnvisible

& 2 4 =i itemet- (D ) = Legacy - [C\Users\Ann\Documents\Legacy Family Tree\Data\Sample.fdb]

Reports  Tools Search Internet My Toolbar

RO &SR IDEO@ SH

Back Name History Marriage Add Search Search Census Master Master To-Do Report Llast Merge Internet Legacy Map Family
List List  Person~

File Edit Ad Options Help

Results List Sources Locations List Menu Report ~ ~  Charting Family Search W

Legacy Home Family | Pedigree | Descendant | Chronology | Index |

Parents +

Asa Clark Brown (1792-1866)+ =
Elizabeth Reynolds (1794/1804-Bef 1832) g =

Parents

Click to Add Fat
Click to Add Mot

Husband T2T3Tal5Te[71819] (KR
' Reverend Lorenzo D. Brown ’ Susannah Frantz

Born 9 Jul 1822, Tionesta, Venango, Pennsylvania, Born
Chr Chr

Died 14 Jan 1918, Minneapolis, Hennepin, Minnesc Died
cemetery cemetery
census census

Cal Mar 1823, , , Penns
5 Nov 1896, Minneapol

1840, Scrubgrass, Venango, Pennsylvania, Ur
g - 2y e 3

p &8 82 [ ka # W



Master Source List

 From the Master Source List page you can

- List all individuals who use a specific citation

- Delete all use of a specific citation
* From the Advanced Sourcing page you can

— Assign a citation to all those with a specific tag

- Assign a citation to all those on the current search list
* With the Source Citation report you can

- Create a report of citations and all those who use them
- Create a summary of how many individuals use each citation



Master Source List

 Search and Replace allows you to replace any
given citation with another, across full database
or for tagged individuals

My Toolbar Options Help

e N

Find Find Census Search Search Search Search Exit
Mext Previous List List Replace Internet FamilySearch || Legacy




Master Source List

* You can find out where you are missing
documentation with Missing Sources Search

4 Intenet* (O | 5 Legacy - [C\

gers\Ann\Documents\Legacy Family Tree\Data\S

AR

find  Find Census | Search

Next Previous

View Reports Toals

ENE N "I

Search Search  Search

List List Replace Internet FamilySearch

Internet My Toolbar Options Help

Y (o ' - P scach

Bit Query by Example | Detailed Search | Miscelaneous~ Missing Sources | Missing Information | Census List |

Legacy ) . L
Find Individuals with missing sources on:

[ |Everything (meaning that nothing has a source)
[ ] Anything (meaning that one or more items do not have a source)

[ Name

|| Alternate Names

|| Birth Date and Place
[ ] christening Date and Place
[| Death Date and Place
[ ] Burial Date and Place
[]Individual Events

|| General Notes

[ ] Research Notes

(| Medical Notes

[ cause of Death

[ Never Married

[ ]To-Do tems

MO =y A

[ ] child Status
|| Relationship to Father
[ Relationship to Mother

(®) Clear List before this search
() Add results to existing List
(") Only search the Search List

(| Marriage Date and Place

["] Marriage Events

|| marriage Notes

[ Marriage (Did Not Marry setting)
| Marriage (Had No Children setting)

How to combine the selected fields

ALL of the selected fields must be missing sources for a
or more of the selected fields must be missing
or a match

Find First | [ Create List




Master Source List

* Click on “Combine Highlighted Source...” to
remove duplication
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