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Using Ahnentafel Templates and Inserting Citations, Kyle Hurst
Using Keyboard Shortcuts, Eileen Pironti
QUESTIONS
Using Register Templates and Inserting Citations, Kyle Hurst
Automatic Numbering, Eileen Pironti
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Review and Revise, Kyle Hurst
Laying Out Pages and Placing Images, Ginevra Morse
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Inserting Index Tags and Generating an Index, Eileen Pironti
Creating a Print-Ready PDF, Ginevra Morse
Final Q&A
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Using Microsoft Word to Write Your Family History
2022

Thank you for registering for the course, Using Microsoft® Word to Write Your Family History!

Compiling your research into a published work can add years to your family history project. Microsoft® Word can help! In this online
seminar, our authors, genealogists, and publishing experts will demonstrate how you can maximize Word's existing functions to
streamline your writing process, saving you time and resulting in a professional and easy-to-reference finished product. NOTE: We wiill
be using Office 365 Microsoft Word version 16 on a PC throughout the session, however, we will provide Mac shortcuts. All the
functions we will demonstrate are also available on earlier versions of Microsoft Word.

This course includes one 3-hour online broadcast, exclusive access to a recording of the presentation, handouts and templates, and in-
depth Q&A sessions with the instructors. Students will also have access to select introductory videos that discuss common
genealogical formats.

Join the Live Broadcast

Saturday, January 15 1:00 - 4:00 PM EST
Click here to joing the live session: https://zoom.us/j/91729342262
Webinar ID: 91729342262

AmericanAncestors.org/using-microsoft-word-write-your-family-history-2022
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BEFORE THE SEMINAR . ..

It's important to familiarize yourself with the basic steps of writing and publishing your family history and the standard genealogical
formats. We suggest watching—and perhaps rewatching—this presentation before our live session on Saturday, January 15.

.*. Writing Your Family History: The Basics (U ~»

PLANNING YOUR
FAMILY HISTORY
‘ l

Watch later

U

s ) I~

Watch on (8 YouTube

The Basics, Slides Worksheet
The Basics, Slides (large)
The Basics, Handout

AmericanAncestors.org/using-microsoft-word-write-your-family-history-2022
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Microsoft Word to Write Your Family Histor:

Style Templates

Kyle Hurst
Senior Genealogist
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Standard genealogical formats

* Register style (descendancy
format)

* Ahnentafel
(ancestor table)
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Register (descendancy) style

Summer 2015

Volume 169

The .N'EE&G
Register
The Journal of
American Genealogy

[n this issue

Origins « Barker « Clarke « Millard « Oakley
Families « Fairbank « Rabbins « Whitcomb
Sources » South Kingstown Warnings Out
Features « New England Articles in 2013

New EnGLanp HisToric
GENEALOGICAL SOCIETY
AmericanAncestors.org
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MoRrRGAN FAMILY

FIrRsT (GENERATION
Main person

'- 1. HeNrRY' MORGANwasborn possiblyatThenglenogg, Monmouthshire,
and Spouse(S) Wales, 24 September 1820, son of and Mary ( ) Morgan.
— He died at Lewis Township, Cass County, [owa, 7 July 1885.! He mar-
. full names ried at Columbus, Franklin County, Ohio, 11 May 1845, WINIFRED
CATHERINE JONES. She was born at Thenglenogg, 29 December 1821.

° Vital statistics, Wlth — She died at Lewis Township, 9 December 1904.2
After moving from Wisconsin to Cass Township, Cass County, Henry
dates and placeS Morgan, in addition to buying farmland, set up the Morgan Livery

Stable with a delivery barn in the old town of Lewis next to a hotel.
Several sons were most likely engaged in the operation of this stable.’

° guemm—
Ch ! Idren Children of Henry and Winifred Catherine (Jones) Morgan:*
2 1. WiLiam HeNry? MORGAN, b. Dodgeville, [owa Co., Wisc., 3 April
¢ fllll names 1846; m. Nancy ANN PICKERELL.®
: s gl 2 1. JOHN SAMUEL MORGAN, b. Dodgeville, 20 Feb. 1848; m. SARAH JANE
e vital statistics e segmelesiin LR
° abbreVlated format 4 i, JosepH R. MorGaN, b. Fennimore, Grant Co., Wisc., 30 June 1850;
m. FLORENCE A. STONER..
e identification iv. BENJAMIN FRANKLIN MORGAN, b. Fennimore, 18 April. 1852; d.
— Canton, Dakota Territory, 24 June 1876, of drowning; bur. Oakwood
numbers for any Cemetery, Lewis, Cass County, lowa. At the age of 24, Benjamin
. . accidentally drowned in the Little Sioux River in the Canton
Chlld WhO Wlll be Territory of Dakota. No one knows why he went to the Dakota
treate d in fuu g:z;;ogry His brother Joe brought his body back to Lewis, lowa, for
5 v. GEORGE OLIN MORGAN, b. Fennimore, 18 Sept. 1855; m. ELIZABETH
Brack.’
6  vi. ALBERT BARNES MORGAN, b.Watterstown, Grant Co., Wisc., 24 Sept.
S I 1858; m. ELLiE Marad “Erra” GrRagam.'?
R egl S ter exXam p e —_ 7  wvii. LucmNDpa AMENDA MORGAN, b. Watterstown, 8 July 1861; m. MARK

M. Byvene. !

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center



Using Microsoft Word to Write Your Family History

Ahnentafel (ancestor table)

PAST

PRESENT
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3948. TrHomas HuckiNs was born circa 1617 and died at sea, being “cast away,”9 November
1679. He married first at Barnstable, Massachusetts, 1642, Mary Wells, who died in 1648.
He married second at Barnstable, 3 November 1648,

3949. Rosk ( ) HiLyer, who was born circa 1616 and died in 1687.*%

el 3950. JoHN CHIPMAN was born at Brinspittle [Bryanspuddle], Dorset, circa 1620, and died
at Sandwich, Massachusetts, 7 April 1708, aged 87 years. He married second, circa 1685,
Ruth (Sargeant) (Winslow) Bourne, who was born at Charlestown, Massachusetts, 25
October 1642 and died at Sandwich, 4 October 1713, widow of Jonathan Winslow of
Marshfield, Massachusetts, and the Rev. Richard Bourne of Sandwich. John married first
at Rocky Nook, then a part of Plymouth but now in Kingston, Massachusetts, circa 1646,

= 3951. Hope HowLAND, who was born at Plymouth 30 August 1629 and died at Barnstable,
Massachusetts, 8 January 1683/84, at 54 years of age.

™ John arrived at Plymouth in May 1637, when 16 vears of age, with his older cousin,

Co u ple Richard Derby, serving as Richard’s servant. He worked in Plymouth as a carpenter until
1642, when he apparently returned to Dorset, perhaps to comply with the law requiring

all men to swear fidelity to the king in the Protestation Returns of 1641-42, in order to
f 11 protect their rights to inherit property there. He soon returned to Plymouth. By 1649

e Tull names John and Hope had moved to Barnstable. They owned eight acres of land, bounded on
— the north by the County Road (now Route 6A), on the east by the road to Hyannis,

¢ Vlta]‘ StatlSt]'CS’ Wlth on the south by the commons, and on the west by the homestead of George Lewis Sr.
About 1659, the Chipmans moved to the Great Marshes (West Barnstable, near the
dates and places

Sandwich line). He served Barnstable both as representative to the Colonial Court and
as selectman. After his second marriage, he moved to Sandwich. He died testate. Hope is
buried at Lothrop Hill Cemetery in Barnstable. John and his second wife are buried in
the Bourne lot at the Old Town Cemetery in Sandwich.**

39524031, :

4032. HENRY GREEN was born circa 161922 (age about 30 in 1652, about 40 in 1659, and
about 54 in 1673), and died at Hampton, New Hampshire, 5 August 1700, aged above
80 years. He married second at Hampton, 10 March 1690/91, Mary (Hussey) Page, who
died 21 January 1733, widow of Thomas Page. (She married third Capt. Henry Dow.)
Henry Green married first,

4033. MARY . who died at Hampton 26 April 1690.

Henry first appears at [pswich, Massachusetts, in 1642 but he had settled in Hampton
by May 1644, when he owned land there. By 1653 he had settled on the south side of the

Ahnentafel example
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Adding genealogical content

lz'l Enter data following the chosen format.

E/’ Add the key events in the subjects’ lives.

))) Consistency leads to clarity!
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Vital data

FRANCESCO ROSARIO “FRANK” TAORMINA was born
in Partanna, Trapani, Sicily, Italy, 9 September 1891.
He died in Pompano Beach, Broward County,
Florida, 18 November 1982, and was buried at
Brookside Cemetery in Englewood, Bergen County,
New Jersey. He married at St. Mary’s Church in St.
Bernard Parish, Louisiana, 27 October 1926,
JOSEPHINE ACCARDO.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 15



Using Microsoft Word to Write Your Family History

Document your facts

* Cite as you write!

* Give sources for everything—footnoting at the
end of the relevant sentence, or the end of the
paragraph—or giving a list of references.

* Let your audience determine the formality of your
citation style.
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The format is your friend.

The format will guide you as you enter information.

Write:
» generation by generation

» family group by family group

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Microsoft Word to Write Your Family Histor:

Using Keyboard

Shortcuts

Voice of
Eileen Pironti
= Genealogist
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Becoming
familiar with
the various
keyboard
shortcuts will
help save time
as you write.



Using Microsoft Word to Write Your Family History

Create a“cheat sheet”

Helpful PC and Mac Keyboard Shortcuts

TASK e MAC™
Open new Word document CTRL+ N H N
Save Word document CTRL+S FEa+s

Copy selected text/graphic CTRL+C #+C
Cut selected text/graphic CITRL+ X E+X
Paste selected text/graphic CTRL+V E+V
Print CTRL+ P S
Find a word or phrase CTRL+F BE+F
Replace text CTRL+H HE+H
Undo the last action CTRL + 7 E+7
Apply bold formatting CTRL4+ B HE+B
Apply italic formatting CTRL+1 3+l

Underline text CTRL+ U E+U

Apply superscript formatting

CTRL + SHIFT + PLUS

38 + SHIFT + PLUSSIGN

Format letters as all capitals

CTRL 4 SHIFT + A

38 + SHIFT + A

Format letters as small capitals

CTRL + SHIFT + K

3E + SHIFT + K

Insert a footnote

CTRL 4 ALT+ F

3£ + OPTION + F

Insert an endnote

CTRL+ ALT+D

8 + OPTION + E

Insert non-breaking space

CTRL + SHIFT + SPACEBAR

OPTION + SPACEBAR

Move ane word to the left

CTRL + LEFT ARROW

OPFTION + LEFT ARROW

Move one word to the right

CTRL + RIGHT ARROW

OPTION + RIGHT ARROW

Maove ane paragraph up

CTRL + UP ARROW

3£ + UP ARROW

Move one paragraph down

CTRL + DOWN ARROW

3 + DOWN ARROW

Move to begi g of document

CTRL + HOME

3 + HOME

Move to the end of document CTRL + END # + END
Select the entire document CTRL+ A H+a
Close Word document CTRL+ W HE+w

** For Mac users, 3&

lso known as the Cmd (Command

£ American Ancestors.

by Bpw EnciLann HisToRiC GENEALOGICAL SOCIETY

zy; Option key 15 also known as the Alt key

* A wide variety of
useful shortcuts
are available

* Keep alist of
keyboard shortcuts
handy as you work

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Locating keyboard shortcut lists

Genealogical
Writing
h', (74 94

Help 4
<& (A P keyboard shortcuts

Frequently used shortcuts
This table shows the most frequently used shortcuts in Microsoft
Word.

To do this Press

Open a document. Ctrl+0O

Create a new Ctrl+N

document.,

Sav hadings R IR Help

Ol | e pmw e s ac | L AT

: : : : -: - '.:J' = * w
L Faragessh Fa

Al Lett dCRr =11

e

Penelope L. Stratton
& Henry B. Hoff, G, FASG

How to Write and Publish Your Family History

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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T .

Insert Draw Design Laiyout References Mailings Review Wiew Help 28

T KBS D Bl o (tews W RSN D| O (BAR DR (EE 4 AT G

[ Date & Time

ige Table Pictures Shapes lcons 3D SmartArt Chart Scresnshot ) My Add-ing = Wikipedia Online Link Bookmark Cross- Comment = Header Footer Page Text Quick WordAt Drop Equatian Symbol
sk ~ - Madels ~ > e o Videos v reference v = Nummber Box~ Patsv = Cap~ B Object ~ v -
Tables IHustrations Add-ing Media Links Comsmerts Header & Footer Test Symk i i b i
1 { i 2 . 3 i 4 . i . s i 6 7

) Mose Syrabols

Keyboard Shortcut:

PC:. CTRL + SHIFT + SPACEBAR Mac: OPTION +
SPACEBAR

25November:1950

“Insert non-breaking space”

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 23
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Keyboard Shortcut:
PC:CTRL+H Mac: 38 +H

Find and Replace

Find Replace  GoTo

Find what: MNovember

Replace with: Nmr.|

Replace All |EindNext

More == Replace

Find and Replace

Find Replace  GoTo
Find what: Movember

Replace with: Nmr.|

<< Less

Replace

Replace All | Find MNext | Cancel

“Replace text”

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

Search Options
Search; |All ~
|:| Match case
|:| Find whaole words only
|:| Use wildcards
[] sounds like (English)
|:| Find all word forms [English]

Replace

Format - Special =

Mo Formatting

|:| Match prefix
[] mateh suffix

|:| lgnaore punctuation characters
|:| Ignore white-space characters

24
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File

]
L

Insert Draw  Design Layout References

Microsoft Word ribbon shortcuts

i Times New Roma v (12 ~ Aﬁ A" Aa~ J'ﬂvs} R I;: o i,
| [ CE—
Pajtqug B I U+vab x xX¥ A £+ A. ==== ]
Clipboard IS Font Keyboard
L S I | shortcuts for the
Microsoft Word

ribbon are
available on a
PC, but not a
Mac. Press “alt”
to reveal
shortcuts.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Keyboard Shortcut Options for

Layout Tab

AutoSave (@ off) )~ ® v

2 Search (Alt+Q)

File Home Insert Draw Design References

Ijli_bl E ==| = !reakﬁ v Indent
| _ |
2 e Numbers ~ 3 | .
Margins Orientation 5ize Columns m :mEH' o

m ﬁﬁcrlup M

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

Spacing

&€ ¥ 4 ¥

- = After;
Haragrag

Mailings

Review

H ﬂfnre: 0 pt

6 pt

€ ¥ 4 ¥

26
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QUESTIONS?
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Microsoft Word to Write Your Family Histor:

Register Template

Kyle Hurst
Senior Genealogist
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Microsoft Word to Write Your Family Histor:

Automatic

Numbering

Voice of
Eileen Pironti
= Genealogist

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center




Using Microsoft Word to Write Your Family History

|
File Home Insert Draw Design Layout References Mailings Review View Help
COA ~ = 2 : ¢ daBbCcL AaBbCcl AaBbCei AaBbCel AaBbhCcl AaBbCc a
Identification Times NewRoma ~| 11 ~| A" A" Aa~ | Ay ASBBCCI | AsBbCeDe 4aBbCcL AaBbCcl AaBbCei AaBbCcl AaBbCeI AaBbCel AzBbCcl AdBH
: . £ A = Child Name | TFootnote Grandkid.. THeading1 Heading2 THeading3 Heading4 Heading3 THeading7 Head
r«{ Generational £ =
number
LE] [Fl Paragraph [Fl Styles
[ A A SR R B R S AR SRR RS SRR S
number —

? !

1.|SIR RICH: SALTONSTALL was bapt
Baptist, Halifax, Y orkshire 4 Apnil 1586 an
October 1661. He marned, first, at
GRACE KAYE, who was baptized at All Hallo
1379 and buried at the Church of 5t. Michael

1. SIR RICHARD! SALTONSTALL was baptized at the Church of St. John the
Baptist. Halifax, Yorkshire 4 April 1586 and died at Crayford. Kent before 25
October 1661. He married, first. at Almondbury. Yorkshire 28 November 1609,
GRACE KAVE. who was baptized at All Hallows™ Church. Almondburv 8 Avgust
1579 and buried at the Church of St. Michael and Our Lady, Wragby (Halifax) 27
June 1625 (“the most saintly Lady Grace Saltonstall”), daughter of Robert and
Anne (Flower) Kaye: second. before 5 November 1628, ELIZABETH WEST,
daughter of Thomas West, 3rd Baron de la Warr, and Cecily (Shirley), Baroness
de la Warr; and, third, ca. 1640, MARTHA CAMMOCK, who was baptized at
Maldon. Essex 16 November 1587 and died between 15 October and 11
November 1662, widow of Francis Wilsford. and daughter of Thomas Cammock
and Frances (Rich) Cammock, daughter of Robert Rich, 2nd Baron Rich !

Children of Sir Richard! Saltonstall and Grace (Kaye), Lady Saltonstall, 11 and 1v-vii

. . . baptized at the Church of St. Michael and Qur Lady:?
g Children of Sir Richard! Saltonstall 3 2 b mow sutowTal bp st Almeadry | Ot 1610; m. at Loadon
X baptized at the Church of 5t Michael and i ROSAMOND SALTONSTALL. Bp. 16 April 1612 and d. after 13 Feb. 1683/84. She
Identification ] | bp N tbameriabas i 1635 g 1653, wher o, che 11 b 1675, aop of Bl
»| 2 || 1 |RICHARD? SALTONSTALL| bp. 3 and Bridget (Richards) Pryce of Gusley Hall, Montgomeryshire
number )
— Middlesex 4 July 1633, MURIEI
.y \

11.‘ ROSAMOND SALTONSTALL. Bp. |

m. after 22 Apnl 1644, Colos

Meontgomeryshire in 1639 and

and Bridget (Richards) Pryce of

Birth order
number

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 31
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Bookmark

Bookmark name:

richardZsaﬂunstal'

Field

Please choose a field

Categories:

Advanced field properties

Field codes;

MNumbering

[<]

Field names:

AutoMum
AutoMumLgl
AutoMumCiut
BarCode
ListMum

Page
RevMum
Section

SectiunPaies

Description:

|SEQ persun]
SEQ Identifier [Bookmark] [Switches]

0 Sort by: (@) Name
@ Location

[] Hidden bookmarks

E Preserve formatting during updates

Insert an automatic sequence number

Hide Codes | | QOptions..

ok | cancel

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Three steps to ensure
automatic numbering

1. Inserting and naming a bookmark in the child
list

2. Inserting a sequence-numbering field in the

child list

3. Inserting a sequence-numbering field in the
main sketch

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Before you begin

Turn off automatic list numbering

1. PC: File > Options > Proofing

Mac: Tools > AutoCorrect

2. Select AutoCorrect Options.

3. Select AutoFormat As You Type.

4. Deselect Automatic numbered lists.

©New England Historic Genealogical Society, AmericanAnce

stors.org; produced by The Brue Family Learning Center
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Step 1: Bookmarking

* A bookmark marks a particular
location in your document

* You assign a name to the bookmark,
which enables you to search for it
later by that name.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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1.  Highlight the persons name where it
appears at the beginning of the sketch.

2.  PCand Mac: Click Insert > Bookmark. [If
you don't see “Bookmark’, it may be under

the “Links” dropdown. |

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center 36
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Bookmark

Bookmark name:
richardEsattunstal'

Sort by: (@) Name
() Location

[ ] Hidden bookmarks

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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child will be carried forward,
bookmark him or her.
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Step 2: Inserting a sequenced
number in the child list

Auosave @0D) ] D~ 1) § - =

File

[0

Paste

Home  Insert

Calibri (Body)

~ < Format Painter

Clipboard ]

Draw

B I U-

Design  Layout  References

Saltonstall =

Mailings  Revie

1 AA Aar B | =i

& x, X A~ 2 A

Font 51

Paragra

ur

LI
< fl~ | | 1Nomal | 1NoSpac.

£ Search (Alt+Q)

Help

BbCcDc | AaBbCDe AaBbC( AaBbCel AQB aasbcer aasbecdc AaBbecDe AaBhCeD AaBbCeDe AaBbCeD: -

Heading 1 Heading 2 Title Subtitle  Subtle Em.
51 Styles

1 ' -2 R [ [RERE

1. SIR RicHARD! SALTONSTALL Was baptized at the Church of St. John the
Baptist, Halifax, Yorkshire 4 April 1586 and died at Crayford, Kent before 25
October 1661, He married, first, at Almondbury, Yorkshire 28 November 1609,
GRACE KAYE, who was baptized at All Hallows’ Church, Almondbury 8 August
1579 and buried at the Church of St. Michael and Our Lady, Wragby (Halifax) 27
June 1625 (“the most saintly Lady Grace Saltonstall”), daughter of Robert and
Amne (Flower) Kaye; second, before 5 November 1628, EvizaBers WEsT,
daughter of Thomas West, 3rd Baron de la Warr, and Cecily (Shirley). Baroness
de la Warr: and, third, ca. 1640, MarTHA Caznvock, who was baptized at
Maldon, Essex 16 November 1587 and died between 15 October and 11
November 1662, widow of Francis Wilsford, and daughter of Thomas Cammock
and Frances (Rich) Cammock, daughter of Robert Rich, 2nd Baron Rich.

Children of Sir Richard" Saltonstall and Grace (Kaye), Lady Saltonstall, ii and iv—vii
baptized at the Church of St. Michael and Our Lady:*

| i RICHARD®SALTONSTALL,bp.at Almondbury 1 Oct. 1610; m. at London, Middlesex
4 July 1633, MURIEL GURDON.

ii. ROSAMONDSALTONSTALL, bp. 16 April 1612 and d. after 13 Feb. 1683/84. She m.

after 22 April 1644, Colonel Richard Pryce, M.P. 1653, High Sheriff of

Montgomeryshire in 1639 and 1652, who d. after 17 Feb. 1675, son of Edward
and Bridget (Richards) Pryce of Gunley Hall, Monigomeryshire.*

Emphasis

Intense ..

Strong

Quote

51

Eileen Pironti  EP

LFind ~
& Replace
I3 select

Editing

0

Dictate

Voice

&

e

& Share

= a

I Comments ~

sq

) |

Children of Sir Richard' Saltonstall and Grace (Kaye), Lady Saltonstall, ii and iv—vii
baptized at the Church of $t. Michael and Our Lady:*

i. RICHARD® SALTONSTALL, bp. at Almondbury 1 Oct. 1610; m. at London, Middlesex
4 July 1633, MURIEL GURDON.

11. ROSAMONDSALTONSTALL, bp. 16 April 1612 and d. after 13 Feb. 1683/84. She m.

after 22 April 1644, Colonel Richard Pryce, M.P. 1653, High Sheriff of
Montgomeryshire in 1639 and 1652, who d. after 17 Feb. 1675, son of Edward
and Bridget (Richards) Pryvce of Gunley Hall, Montgomeryshire.?

1.

Click where you
want to insert your
number (see arrow
example). In this
case, place it
immediately before
the lower-case
roman numeral
next to Richard?
Saltonstall.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

39




Using Microsoft Word to Write Your Family History

AN

7.

For PC select Insert > Quick Parts
For Mac select Insert > Field

» > Field

Field

Flease choose a field Advanced field properties
Categories: Field codes:
Mumbering W SEQ person|

Field names: SEQ |dentifier [Bookmark] [Switches]
AutoMNum
AutoMNumlLgl
AutoMNumCut
BarCode
ListMum

Page
RevMum
Section

SectionPaies
0

Description:
Insert an automatic sequence number

Hide Codes Options...

Preserve formatting during updates

Cancel

In the Categories list, select “Numbering.”

In the Field names list, select “Seq.”

In Field Codes, type “person” after “SEQ.”

Ensure “Preserve formatting during updates” is selected.

Click OK.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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The next number in the named sequence appears.

Children of Sir Richard' Saltonstall and Grace (Kaye), Lady Saltonstall, ii and iv—vii
baptized at the Church of St. Michael and Our Lady:’

‘ 2 i. RICHARD® SALTONSTALL, bp. at Almondbury 1 Oct. 1610; m. at London, Middlesex
4 July 1633, MURIEL GURDON.

When you are ready to insert the main sketch for
person number 2, that is where your earlier
bookmarking comes into play.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

41



Using Microsoft Word to Write Your Family History

Step 3: Inserting the appropriate sequenced
number in the person’s main sketch

Click where you
want the person
number to appear.

Follow the earlier
instructions for
inserting a field.

| Field

Please choose a field
Categories:
Numbering

Field names:

AutoNum
AutoNumlLgl
AutoNumOut
BarCode
ListNum
Page
RevNum
Section

SectionPaies

Description:

Options...

v

Advanced field properties
Field codes:
SEQ person|
SEQ Identifier [Bookmark] [Switches)

Insert an automatic sequence number

Preserve formatting during updates

Cancel

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Field

Please choose a field __Adyanced field properties

Categories: Field codes:

Mumbering |5EQ pErson lichardZsaItunstalﬂ

Field names: SEQ Identifier [Bookmark] [Switches]

AutoMNum ~
AutoMumLgl

AutoMNumCut

BarCode

ListHum

Page

RevMum

Section

Sectiu-nl’aies

Description:
Insert an automatic sequence number

Hide Codes | | Options., |

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Alternative method for task 3

Please choose a field Advanced field properties

Categories: Field codes:

Mumbering - SEQ persan

Field names: SEQ Identifier [Bookmark] [

AutoMum
AutoMumlLgl
AutoMumCut
BarCode
ListMum
Page
Revium
Section

SectionPaies

Field Options ? x
General Switches  Field Specific Switche Bookmarks
Mame:
richardZsaltonstall | Add to Field

Undo Add

Field codes: SEQ ldentifier [Bookmark] [Switches]

SEQ persor||

Description

Bookmarks defined in the active document

Cancel

Field Options ? >

General Switches  Field Specific Switches  Bookmarks

Mame:

richard2saltonstall

Add to Field

Undo Add

Description:
Insert an automatic sequence number

Hide Codes|

Preserve formatting during updates

OK Cancel

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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The number appears immediately before the name. Add
a period and space after the number.

2RICHARD® SALTONSTALL| (Sir Richard") was baptized at All Hallows’
Church, Almondbury, Yorkshire 1 October 1610, died at Hulme, Lancashire 29
April, and was buried at St. James” Church, Didsbury, Lancashire 2 May 1694.
He married at the Church of Allhallows, Honey Lane, London 4 July 1633,
MURIEL GURDON, who died at Hulme 21/22 April and was buried at St. James’
Church 25 April 1688, daughter of Brampton and Muriel (Sedley) Gurdon."

When inserting the numbers as you type or “retrofit” an
existing manuscript, the numbers won't automatically
change until you officially update all fields.

PC: Ctrl + A,F9  Mac: Command + A, Option + 9

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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QUESTIONS?
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Review and Revise

Kyle Hurst
Senior Genealogist
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Editing: why, when, who?

Why?
* Automatic spell checker is not enough.
* No one can write perfectly the first time through.
* You've written over a period of years.

When?

* You have a draft of some or all chapters.
* You have put the document in a different format.
* You've had a break from writing.

Who? . vyou, because you know your content better than anyone
else.
* Someone else, because you are too close to what you
know better than anyone else.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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File Home Insert Draw Design Layout References Mailings Review View Help Acrobat ¥ Share 7 Comments

é_ % A}) E%‘ 5% £|_ —|L;| '1] @ ?:I ;I @, B Al Markup - E} @E&Pre\rious E_J D‘ﬂ /V; %_ﬂﬂ

] . B Show Markup ~ - EE)Next - )
Editor Thesaurus Word Read Check Translate Language MNew  Delete Previous Next Show Track | __ o Accept Reject Compare Restrict Hide Resume
Count | Aloud | Accessibility ~ = = Comment ~ Comments | | |Changes ~ EJReviewing Pane ~ = = = Editing Ink ~ Assistant
Proofing Speech Accessibility Language Comments [} Track Changes ] Changes Compare Protect Ink Resume

E‘Ev, Lock Tracking

NEHGS/NSP Barker Project October 2020
Ancestors of Ann-Francis Dale Barker

22. APOLLOS FRANCIS was born at Mansfield, Massachusetts, 2 August 1793.! He died at
NomenWindham  MassachusettsVermont, date?8 January 1856, and was bunied in South Windham
Cemetery, Jamaica ? He married at placeTownshend, Vermont, dated January 1827, POELY POLLY
“MARYVY” WHITCOMB.?

23. POLLY (“MARYY” WHITCOME was born at placeTownshend, Vermont, date-about 6 August 1809 4
She died at placeProvidence, Rhode Island, 6 July 1873, and was buried at North Burial Ground,
Providence.’

Notes for narrative: Valerie Beaudrault
F_ormathed: Justified, Indent: Frst ine: 0.257, Line spacing:
Apollos Francis, Jr. was of Mansfield, Mass | when he purchased a seventy-seven acres piece of land single, Tab stops: Not at 0.25
in |[Acton| Windham Co., from Nathaniel Rollins for five hundred dollars in 1826 [Apollos kold this )
- i @ Valerie Beaudrault -
property to Jonathan Austin and Lodawich Low of Townshend on 17 January 1837.7 The town of Acton was annexed by Townshend in

Apollos and Mary were married by minister Joseph M. Graves.? 1841, https://legislature.vermont.gov/assets/All-
House-Documents/A.pdf

|

Apollos and his wife were enumerated in Acton m the 1830 census.® In the 1840 census_ Apollos

Francis headed a household comprising himself, age 40-49, 1 female, age 40-49, 1 male and 1 female, age | Reply

Review tab
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® Review

Track Changes
Accept/Reject Changes

Show/hide Markup
Add/delete/navigate Comments

ol R A e

AR AR A A AR A R R R R RN RN

(@]
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Microsoft Word to Write Your Family Histor:

Design & Layout

Voice of
Ginevra Morse

VP of Education &
Programming
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Why, when, who?

Why? * Design helps clarify structure.
* Font must be easily readable.

* Margins must be adequate if printing.

When? * Your manuscript is edited and complete.

« All images are in hand.

Who? * You, if you are feeling creative

* Designer or publisher

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Layout Elements: Text

Top/Head

Ancestors and Deseandants of George Rufus Broun and Ak Nelson Pratt

Casel, parents of foreign bi .
in Hesse] Cassel; Philip Bro Runnlng Head
foreign birth, “US. citizen” d
baker, born in Prussia, paren©0 .
William Barch, white male aged 17, app[rcntxcc] to baker, born in lndxana, parcntﬁ of
foreign birth.”

Philip Brown received his citizenship papers in Defiance on 14 October 1873

Children of Johann Philipp and Anna Maria (Wehn) Braun, all b. Biederkopf:

1. Maria CATHERDN Brau, b. 2 April 1922, bap Biedenkopf 4 April 1822, d Biedenkopf
12 May 1855; bur. there 14 May 18552
. Eusa Bravw, b ca 30 April 1823: d_Biedenkopf 19 April 1840; bur. there 21 April

il Macoarena Braun, kno wi, b 12 May 1824; bap
. 13 Aug, 1895, Apparently
4 1825, living at Defiance
X 1ary, “Riney” Brown mentions

g with “Uncle Baum™) Magdalene accompanied her mother
dtimore 10 Sept.

Luowic C prow, b. 26 Aug.
1826,d. 14 “Areue” OTELIA

V. JoHANM PHiLIPP Rmm-mp.m Braun, b May 1828; 4. Biedenkopf 23 Now 1828; bur.
there 26 Nov, 18281
GeorGE Braun Later Broway, b, 15 March 1831; d 27 Dec. 1892; m. after 3 Oct.
1860 LOUISE HEINZERLING, b. Hesse-Darmstadt, Germany, 19 Mg 2
daughter of Justice [Justus?] and Anna (Plitt) Heinzerling, d. Defiance 29 |
He is seen n Baltimore, apparently unmarried, in brother Louis Brown’s
in 1860, and with his family 2t Deflance in 1880, His nephew “Riney”
diary, kept 18731877, contains many references to Uncle Georgel col
goings. [See sidebar.]
Vil RENHARD Brown, b 2 June 1841;d. Deflance 19 Sept. 1924, bur, River;
Defiance, 22 Sept. 1924, his occupation given as merchant and his para
“Phillip” Brown and Mary “Wesken”.™ m. in Maryland, probably Baltim®
June 1870" B [Envmrs] WoHevnE Curpes, b Wettersingen, Hesse-[Cassel],
Gemany, 5 June 1847, dan of Henry and “Henretta” (Klingelhoffer) Curdes; 4
Defiance 18 July 1940, bur. Riverside Gem., Defiance, 20 July 1940 The fanily
first appears in the census at Defiance in 1880™ and is also found there in 1900
On 25 June 1902, Reinhard applied for a passport for travel to Germany for up
to six months, stating he was born at Biedenkopf, Hesen-Darmstadt, on 2 June
1841; emigrated to the United States aboard the foharnes from Bremen, awiving at
Baltimore 10 Sept. 1855, was naturalized 28 Oct. 1872 before the District Court,
Baltimore; had resided 52 years in the United States, and since 1873, at Defiance,
“where I follow the occupation of baker "2

i

Bottom/Foot

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center

Braun /Browsn Family

2. Lupwic CasPAR RHEINHARDT? BRAUN, known in America as Louis* BROwN,
was born at Biedenkopf, Hesse, Germany, 3 August 1826 and baptized there the same
day® He died at Moorefield, Hardy County, West Virginia, 1 Noverrber 1896 and was
buried there 4 November 18962

Louis Brown arrived in America before 1850 and settled in Baltimore, Maryland.
He met his wife, ANN “ANNIE” OTELIA [OTTILIE] ErnsT, in Baltimore, where
they married around 1849. Amnnie had only recently immigrated to America from
Germany, and had settled in Milwaukee, Wisconsin, She was born in “Cattennortheim”
[Kaltennordheirm], “Sachs Weimer Eisenach” [Saxe- Weirnar-Eisenach] 4 February 1826,
She died at Beaver, Pennsylvania, 19 January 1902, According to her obituary, she was
laid to rest in Olivet Cunetery,Moomﬁeid bmdc her late husband * Ann Ernst’s parents
have not been found, although sh, k n Adam Ernst, 2 tinsmith
born in Saxe-Weimar about 1821 in 1850,% 1860,%7 1870,%
1880,% and 1900,® when he state ed States In 1843; he was
naturalized at Mikwaukee in 185! patent in the 186083 In
the early 1870s, R hinehart “Rin| exchanged several letters
with this man’s daughter, * Mlss
her several times a3 2 cpuain

On 28 October 1
living with his father 2

Hecording tothe 1
consisted of Lewis Brof

hd Annie were

d in Baltimore
bersonal estate,

nside/Back/

Lexington Market, Baltimore, late 19th contury, around the time the Browns seitled there.
(Libvery of Congress)

Folios

Outside
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Decisions to Make

e Trim size (dimensions)
6 x9,7x10,8.5 %11, etc.

Determined by look you want; length of book;
capabilities of printer; cost

* Photos interspersed with text or in a photo insert?

e Narrative treatment?

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Design Tips

 Full justification looks neater than unjustified text, but can lead to
odd spacing between words

* Keep line length between 63 and 72 characters for easiest reading;
for 8.5 x 11 books, use two columns

 Use a serif typeface for text; sans serif is difficult to read in long
blocks

* Use a font size of 12 or 11 points
* Limit yourself to one or two typefaces
* Margins:
* 6x9book the gutter margin at least %", preferably 1”; all other %"

* For larger trim size (ex: 8.5 x 11), use 1” margins all around
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QUESTIONS?
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Microsoft Word to Write Your Family Histor:

Inserting Index Tags
and Generating an

Index

Voice of
Eileen Pironti
= Genealogist
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Inserting index tags

Index tags may be added when writing
or later as a separate process. It is
advisable to wait, ideally once you
know your text is final and not likely to

change again.

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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To begin the indexing process, select the text you wish to include in the index.

PC: References > Mark Entry  Mac: Insert > Index and tables > Mark entry

AutoSave (@ oft) 2~ B~ = Saltonstall - £ Search (Al+Q)
File Home Insert Draw Design Layout Mailings Review View Help
% Add Text ~ 1 E‘] Insert Endnote /fj:. @ @ & Manage Sources Insert Table of Figurfs ﬁ Infert Index
| Update Table 2 Mext Footnote ~ - > [P siyle |APA =
Table of D P Insert 3 Tveut rootnote Search Researcher Insert ~ ty Insert D Mark D
Contents ~ Footnote Citation ~ (1] Bibliography ~ Caption L[] Cross-reference Entry
Table of Contents Footnotes ] Research Citations & Bibliography Captions Index

L |---E---|---1---|---2---|---3---|---4---|-

Il SR RicCHARD! SALTONSTALL Was baptized at th
aptist, Halifax, Yorkshire 4 Aprjl 1586 and died at
i 5 Almondbury, Yor

: GrACE Kave, who was baptized at All Hallows" Chu
- 1579 and buried at the Church of St. Michael and Our ]
. June 1625 (“the most saintly Lady Grace Saltonstall’
Amne (Flower) Kaye: second, before 5 November

daughter of Thomas West, 3rd Baron de la Warr. and

: de la Warr; and, third, ca. 1640, MarTHA CaMpO
~ Maldon, Essex 16 November 1587 and died bety
. November 1662, widow of Francis Wilsford, and daug
and Frances (Rich) Cammock, daughter of Robert Ricl
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Mark Index Entry

Index

Main entry: |Saltonstall

Subentry: |R'|c hard?

{}ptiun_s ;i

D Cross-reference: |See

@ Current page
C}I Page range

Bookmark: |

Page number format
[ Bold
[] Italic

This dialog box stays open so that you can mark
multiple index entries,

=

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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When you click “Mark,” your view of the text will change, showing hidden characters and
the index tag. Tags like the one marked in red below can be seen throughout the example.

1. 'S[R-RICHARﬂl 4-XE"Saltonstall:Richard!" #4AL TONSTALL ‘was baptized-at the:
Church- of- St.- John- the- Baptist,- Halifax,- Yorkshire- 4- April- 1586- and- died- at-
Crayford,” Kent- before- 25- October- 1661.- He- married,- first, at- Almondbury.-
Yorkshire- 28 November: 1609, GRACE- §- XE- "Kaye:Grace"- M-
"Saltonstall:Grace- (Kaye)"- VKAYE. - who- was- bap‘nzed at- All-Hallows Church-
Almondbury- 8- August- 1579- and- buried- at- the- Church- of- St.-Michael -and- Our-
Ladv Wragby (Hal 1fax) 27- .Tunc 1625 ( ‘the- most samtly Lady Gracc'

"Flower: Amle' ’}f -XE-"Kaye: Amle (Plov. er)” ‘Kaye secnnd ‘before-5-Nov ember-
1623 FLIZABETH-{- XE "West: Ehzabeth“ it "Saltonsta]l Elizabeth- (West)"-

and Cemly { XE- "Shlrley Cecﬂy” }{ XE "West: Cecﬂy (Shlrleyj" "{Shlrlev)-
Baroness-de-la-Warr;-and, -third,-ca.- 1640, ‘MARTHA- - XE-"Cammock:Martha" -
XE- "Wilsford: Martha (Cammock}” ¥ XE- "Saltanstall Mar‘(ha (Cammack}-
[Wllsford)" ’*(‘ AMMOCK, ‘who-was baptlzf:d at- Maldon Essex-16-Nov ember-1587-

Placenames, key topics, etc. can also be tagged for the index.

You can toggle back and forth between views by clicking the paragraph symbol
under the Home menu.
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Tagging the names of married women

1.-SIR-RicHARD!{ - XE -"Saltonstall:Richard!" ¥SAL TONSTALL ‘was baptized-at the-
Church- of- St.- John- the- Baptist,- Halifax,- Yorkshire-4- April- 1586- and- died- at-
Crayford,- Kent- before- 25- October- 1661.- He- married.- first.- at- Almondbury-
YVorkshire: 28. November: ]6[)9 (3RACE: { }{E "Ka}rﬁ GI'EICC
"Saltonstall:Grace (Kaye)"- ;KAYE -who- was- baptized- at: g -church, -
Almondbury- 8- August- 1579- and- buried- at- the- Church- of- St.-Michael -and- Our-
Ladv Wragby (Hal 1fax) 27- .Tunc 1625 ( ‘the- most samtly Lady Gracc'

and Cemly f- XE- 'Shlrley Cecﬂy -}'f-XE "West: Cecﬂy {Shlrleyj" "{Shlrlev)-
Baroness-de- la -Warr;-and, -third,-ca.- 1640,-MARTHA-§-XE-"Cammock:Martha" ¥{-
XE- "Wilsford: Martha (Cammock}” . XE- "Saltanstall Martha- (Cammack}-
(Wllsford)" "(‘ AMMOCK, ‘who-was baptlzf:d at-Maldon, Essex-16 Nov ember-1587-

Married women need at least two tags: one with maiden name as the main
entry, and one with married surname as main entry. The subentry will be
given as the name plus maiden name within parentheses.
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Generating an index

Index )
Once You Complete _______ I ndeg ________ | Table of Contents I Table of Figures | Table of Authorities
tagging the entries, go to Print Preyiew
the page where you want Aristotle, 2 s o Bindewed - © ko
. Asteroid belt. See Jupiter Columns: |2 =
the index to appear. Atmosphere Language: |English {U.5.) IEI
Earth
PC: References > Insert exosphere, 4 |
Index Mac: Insert > ionosphere, 3 o
Index and Tables > Index o
Right align page numbers
In the dialog box that Tableader: (e
appears, YOU. can adjuSt Formats: From template IEI
the number of columns in
the index, etc. For the
most part you'll keep the |
defaults as is. MarkEntry... | | AtoMark.. | | Modfy... |
Cth OK [ QK ] | Cancel |
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You will still need to edit your
index. You may want to add cross

references between surnames or
adjust the number of entries per
column.




Microsoft Word to Write Your Family Histor:

Getting ready to

Print!

Voice of
Ginevra Morse

VP of Education &
Programming
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Ready to print?

 Make PDFs: one for text, one for cover, another for
(optional) photo insert(s).

* Complete online form or send list of instructions to
printer.

— Print quantity

— Trim size (dimensions)

— Number of pages, with blanks identified
— Paper

— Jacket/cover: glossy or matte lamination?
— Shipping instructions

» Upload
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Good evening

Demo

Single spaced (blank)

v New
= Open
Take a tour
Blank document Welcome to Word

Save
Save As
Sawve as Adobe /D Search
PDF

~ Recommended for You
Print
Share Basics of Writing and Publishing Your Family

History

Export St Ruaeichy

L L P

Transform -

B T e ———

Close Class 1 general handout

&7 You edited this
Th ago

D MName
@ Demo
Desktop
register-template

register-template (1)
Downloads

Account

AN

WP general handout

+ e st U s e e 1 T e

Recent Pinned Shared with Me

Wiriting and Publishing Your Family Histary
Sespon & Snacfure Skefches, ond Ciredions

[ERE_ S

2 Formats & Citations handout
& You edited this
5h ago

C: » Users » Ginevra Morse » New England Historic Genealogical Society » Education - Documents » FY22 - Onli...
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g ——

Blue grey resume Snapshot calendar

More templates —>

Marketing TNEW - Notorious Rela...
2" Margaret Talcott shared this with you

Yesterday at 3:49 PM

Date modified

27m ago

4h ago

5h ago

= S
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Congratulations!
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QUESTIONS?
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: '
oo Join us!

Farmy - ., AMERICAN ANCESTORS SUMMER INSTITUTE
FOR ADVANCED RESEARCHERS

8 < Writing and Publishing
et S Your Family History

DI = k.'e . i July 14—16, 2022

g ; onday, Feb. 18, 1918
A =0 . Tt e Boston, MA
e ) e : ; ! E. Mm 7/‘»&(

L it w‘w,

| W‘M?/ Dres M,

s wma Hewa Sure Zegid
whncazﬂ/éﬂpé

S MM.

il ~useno 2,.24 G,

MZW @ ioaqg/So

Loy iofp . 2ie

W ZJW M

“@JWW

qaaxuwz

AmericanAncestors.org/ Events
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£ 3 American Ancestors. i e i O sookstore (D Aboutts @ create aTros

by New ENGLAND HISTORIC GENEALOGICAL SOCIETY HJSIO ry’ He”tage & Cu“u re

Search Events Membe]_‘ship Give Publications Expert Help Tools Signature Projects Centers & Initiatives

Home Using Microsoft Word to Write Your Family History 2022

Using Microsoft Word to Write Your Family History
2022

Thank you for registering for the course, Using Microsoft® Word to Write Your Family History!

Compiling your research into a published work can add years to your family history project. Microsoft® Word can help! In this online
seminar, our authors, genealogists, and publishing experts will demonstrate how you can maximize Word's existing functions to
streamline your writing process, saving you time and resulting in a professional and easy-to-reference finished product. NOTE: We wiill
be using Office 365 Microsoft Word version 16 on a PC throughout the session, however, we will provide Mac shortcuts. All the
functions we will demonstrate are also available on earlier versions of Microsoft Word.

This course includes one 3-hour online broadcast, exclusive access to a recording of the presentation, handouts and templates, and in-
depth Q&A sessions with the instructors. Students will also have access to select introductory videos that discuss common
genealogical formats.

Join the Live Broadcast

Saturday, January 15 1:00 - 4:00 PM EST
Click here to joing the live session: https://zoom.us/j/91729342262
Webinar ID: 91729342262

AmericanAncestors.org/using-microsoft-word-write-your-family-history-2022
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THANK YOU!

AmericanAncestors.org
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