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Why are you here?
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1. CHOOSE
A FORMAT
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THE METCALF

PAPERBACK
BOOK

SIMPLE
8-1/2x11
BOOKLET

LARGE HARDCOVER BOOK

More assumptions:

* You're writing a book

You're using MS Word

Short, informal booklet

o | '« Covers a limited number
s of people

* No genealogical formatting

* Contains family stories,
recipes, photos, charts

Designed, laid out, and
printed at home
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Focused paperback book

* Tells a single, true family story
* Limited genealogical content
* Few illustrations

* Produced by a vendor

2/2/2024

Hardcover memoir book

¢ Detailed narrative for
THE METCALF . .
ND SMALL FAMILIES multiple generations

* Limited genealogical
formatting

¢ Includes charts and
illustrations

* Professionally done

TOC and endnotes

TABLE OF CONTENTS
Nores
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2/2/2024

Chapter opener and child list

Genealogical formats
Register style = Ahnentafel =
descendancy German for
format “ancestor table”
« Past> present * Present > past
« Family groups + Couples
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| AM A WRITER.

ANYTHING YOU

SAY OR DO MAY BE
USEDIN A STORY.

2

DEFINE

THE SCOPE

TOC example 1

Book title: The Descendants of Judge
John Lowell of Newburyport,

Massachusetts

Table of contents:

1. Four Generations of the Lowle
Family in England
2. The First Generation in America

3. Second Generation
4. Third Generation
5. Fourth Generation

14. Fourteenth Generation

Index
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TOC example 2

Book title: So Proudly We Hail:

Ancestors and Descendants of Harold
and Elsie Cole (Whipple) Morgan

Table of contents:

1. The Morgan Family
2. The Graham Family

3. The Whipple Family
4. The Cole Family
5. The Seligman Family

Appendix: Patriotic Service
Index

TOC example 3

Book title: Our Ancestors: A History of

the Keown and Kahn Families

Table of contents:
1. Christine’s Parents — Phyllis

Johnson and Walter Keown
2. Christine’s Mother’s Ancestors
— The Steins and the Johnsons

3. Christine’s Father’s Ancestors
— The Kutteroffs and the Keowns

4. Alan’s Parents — Beatrice
LeCompte and Laurence Kahn

5. Alan’s Mother’s Ancestors

— The Littles and the LeComptes

6. Alan’s Father’s Ancestors
— The Aylsworths and the Kahns
Sources

(2]
7
Tip

Don't try to do it all.
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3.
ORGANIZE

YOUR RESEARCH

Get yourself

organized!

BOOK TITLE: ¢

Ancestors of Pearl Maria Isaacson

| mrng

A

vy
2 mrag

TOC:

Gen. 1: Isaac Panttila Ancestans. of
Gen. 2: Abraham Panttila - Peank Pl boccaans P

Gen. 3: Isaac Panttila

Gen. 4: John Panttila/Isaacson

Gen. 5: Pear] Maria Isaacson E
¥

Paper file structure
o
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Generation 3 Isaac 4]
Today Today 2014
- 1saacson book 3 Generation 1 Isaac 1@ serafia ma..thplace jpg
21 Rohrbach records £ Generation 2 Abraham o5
Turnbull records Generation 3 Isaac
- - Marttila . ]
3 Unsorted Finnish records Generation 4 John SIpEre SR parertEpg

Generation 5 Pearl (8 serzfa . llegibleog

Electronic file structure

If you're using
genealogical
software...
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4.

GATHER

YOURTOOLS

Resources at

AmericanAncestors.org

THE PorTaBLE GENEALOGIST !

Print Resources ulinge Goresgani e our Writing
H 2
from American . Nw:ﬂf‘"*““'ﬁ‘ Portable
Ancestors P I 5 Genealogist
e P Gt e
THE PortasLe Geneatogist ¢ CUides
: Reference Notes
Genealoglcal THE PoRTABLE GENEALOGIST  °

Writing Z—
\0 74 %, °

{1e Portable Gengaagiey
y

RITING

=

P >
=,
v N
Penelope L. Straton
&Heary B. Hoff, 16, FASG
i

ow o Wt and Publish YourFanily History

AmericanAncestors.org/store
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i
2%

0

w

Make a stylesheet.

Stylesheet examples

1. (5 underscores for a missing name)

4 acres, 4 years old; 4-acre lot, 4-year-old child

Aiken’s Landing (not Aikens or Aikens’)

o o» D

Al is the grandson, Albert is the father, Bert is the
grandfather

Fannie Munroe (not Fanny)

hog reeve (two words)

sawmill (one word)

o

Pratt & Whitney (ampersand, not “and”)

@
a7
Tip

Use an online

dictionary.
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Word-Processing Programs

@ Msword m WordPerfect

(=5 Zoho Writer LibreOffice
Writer
B Google Docs

Pages for Mac ONLYOFFICE
7 Document
Editor

2/2/2024

First good thing about Word

1. Register-style template

2. Genealogical sequence
numbering

“Track Changes”
4. Index tagging

pIate for webinar - MIGosor Word: =mon

= 0] axpacer 4aBj ARbCel AaBbCel

O || cudname 52

O EERNETE : B c-n
" u

Microsoft Word Template for Register Style

Main Text

The first paragraph under a heading is set flush left. The Word style is “Normal.”
Subsequent paragraphs are indented. The Word style is “Body Text Indent.”
Here is another paragraph styled with “Body Text Indent ” To learn more abut
ow to write content into Register format, see the forthcoming NEHGS Guide to
Genealogical Writing !
This file contains all the “styles” you need for creating a basic Register-style
document

For extracted material, usually something that will be five lincs of text or more,
You might want to use this “Quotation” style, which indents left and right and
puts the extract in a smaller typeface. Don't use quotation marks.

aFamily Sketch Using Styles

FIs ,usually in small caps, in “Main Person” character style.
If you select the name and click “Main Person,” the style will be applied. The
N entire paragraph, though, is “Normal.”
Additional information about the person: “Body Text Indent.”
Chilldren of Main Person and Spouse of Main Person is in the “Kids Intro” style.
i, FIRST CHILD. For this list, weare using “Kids” style. The point sizeis smaller. You
wld put relevent vital statisics here.
2 i SECONDCHILD. The lower-case Roman numerals are automatically st to align on
the right.
i, THIRD CEILD. Vital statisties here.
A new paragraph isin “Kid More Text” style.
1. First Grandchild. “Grandkids style for the paragraph, with name in
“Grandkid Name” character style. Vital statistics here.
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Second good thing about Word

1. Register-style template

2. Genealogical sequence
numbering

3. “Track Changes”
4. Index tagging

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
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 it Richard' Salonstall and Grace (Kaye), Lady Salonstal, i and iv-vii
bapized at the Church of St. Michael and Our Lady:
i RIcHARD SaLTONSTALL bp.f Almondry | ct. 1610, m. st London, Middlesex
4 July 1633, MURIEL G
oy ST, op. 16 April 1612 and d. e 13 b, 168384, She
April 1644, Colonel Richard Pryce, MP. 1653, High Sheriff of
=ry;hw= in 1639 and 1652, who d.sfe 17 Feb. 1675, son of Edward

er 1610, diey
St. James” Church

Third good thing about Word

1. Register-style template

2. Genealogical sequence
numbering

3. “Track Changes”
4. Index tagging
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nset Pogelayout  References  Mailngs | Rencw | View  Acobat
= ABC ot G - ¥ s |93 Finak: Show Markup Dy &) Previous R
_J 123 | i Y i
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saurss Word | Tandate language | New  Delete Previous Ned || Tadk |- cept Reject Compare
Count | v+ Comment - (Changes | Bl Revewing ane B .
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| LSIRRICHARD! SALTONSTALL [Samuel, Gilber, JohuC, Richard®, Gilberf, Richard® 5«
Jolr, Thomas', X, Thomast) was baptized at the Church of St. John the Baptist,
Halifax, Yorkshire 4 April 1586 and fdied at Crayford, Kent before 25 October 1661) He

| mamied, fstfirst, 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, Yorkshire 27 June 1625 (‘the most saintly Lady Grace

Saltonstall”), daughter of Robert and Anne (Flower) Kaye; 2adsecond, before 5 November

1628, ELIZABETH WEST, daughter of Thomas West, 3rd Baron de la Warr, and Cecily

(Shiley), Baroness de la Warr, ané 3third, 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

(Rick) Cammock, daughter of Rber Rich, 2nd Baron Rich,and fouth, ca 1650, ANYE

AIN

Register48:511 o prbas|
salls dathatConor—
-

o 1§79 Registcfor discussionofCarkeand
Satoustall fules

w
Children of Sir Richard' Saltonstall and Grace (Kaye), Lady Saltonstll, i and iv—vi baptized at
the Church of St Michael and Our Lady*

STALL, bp. at Almondbury 1 Oct. 1610; m. at London, Middlesex 4 Tuly 1633,

i RICHARD? SALT
MUREEL GURDOX.

Fourth good thing about Word

1. Register-style template

2. Genealogical sequence
numbering

3. “Track Changes”
4. Indextagging

= e
B adaton - o Giwsenenoncte 2 ) wanage sou B Drenmeorous [ Dmense . @i asmortes |
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Mark Index Entry D)
1. SIR RICHARD! SALTONSTALL was baptized
Baptist, Halifax, Yorkshire 4 April 1586 and di| | Index
October 1661. He married, first, at Almondbury| | man enry:
GRACE KAYE, who was baptized at All Hallows| i
1579 and buried at the Church of St. Michacl and| | 34272
N June 1625 (“the most saintly Lady Grace Saltof | optons
Anne (Flower) Kaye; sccond, before 5 Noves | Crossreferences
daughter of Thomas West, 3rd Baron de la War| |~ = ’
de la Warr; and, third, ca. 1640, MARTHA ® Current page
n, Essex 16 November 1587 and died
n. ) P
November 1662, widow of Francis Wilsford, and |~ o "o
and Frances (Rich) . daughter of Rober] Bockmark:
Children of Sir Richard' Saltonstall and Grace (K| | Page number format
baptized at the Church of St. Michacl and Our Lady?| | [ goid
2 i Ricsaro? SaLTONSTALL, bp. at Almondbury 1{| [ pakic
3 This dialog box stays open so that you can mark multiple
6 index entries.,
Montgomeryshire in 1639 and 165 = —
and Bridget (Richards) Pryce of Gunley Hal [ e ancel |
On'1 July 1678, members of the b =
others were fined “for an unlawiul assembly and conventicle then and there
held [at Gunley] under pretence of the exercise of religion in other manner
d practice of the Church of England.” The
« 5 >
i ot Vo 5 IEE R o)
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| Genealogicy]
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THANK YOU!

AmericanAncestors.org

NEw ENGLAND HISTORIC
GENEALOGICAL SOCIETY
AmericanAncestors.org
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