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Section 1: Organizing Your Digital Files

Leveraging Tech 
Tools in Family 
History Research
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Module 3:
Organizing for 

Special Projects
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Research for Someone
• Treat like a special project

• Be consistent

• Keep detailed notes

• Keep a copy of what you send
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Goodnotes App Notes
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Goodnotes App Notes
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Digital Files
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Backups of Files
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Renamed Files
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Article Research
• Assess the scope of the article(s)

• Arrange folders for different resources
– Published volumes
– Repositories
– Genealogies
– Types of records

• Access required by others
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Article(s)
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DropBox Shared Folders
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DropBox on Laptop
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Tip
Track your research
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GoodNotes
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Insertion of Finding Aid PDF
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Dropbox Shared Folders
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Finding Aid to Digitized Files
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GoodNotes
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GoodNotes
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OneDrive at Work
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Scanned images from repository
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Historical Subject
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Immigration Subject
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Historical Subject
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Active Research
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Active Research
• Researching online from home

• Research trip to FamilySearch Library

• Research trip to archive/repository
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Online Research from Home
• After downloading image:
– Rename immediately
– Move to appropriate folder on computer
– Make note in research log or folder inventory

• Don’t download lots of images and then go back 
to rename

• Rely on info of online site for source citation
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Digital folder of William James Ayer
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FamilySearch Library
• Access to digitized images not available at home

• Computers with microfilm scanners

• Book scanners

• Digitize negatives, etc. in Memory Lane
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FamilySearch Library
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Keep in mind
• What you are digitizing

• Scanners save to computers attached

• Files need to be moved to thumb drives

• Name files so you know what it is
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Scanning from microfilm

Leveraging Tech Tools in Family History Research, Section 1, Module 3

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center 32



Archives/Repositories
• What are the digital options?
– Digital camera allowed?
– Scanner on site?
– Document scanner allowed?

• How long is the trip?

• What are you taking?

Leveraging Tech Tools in Family History Research, Section 1, Module 3

©American Ancestors, AmericanAncestors.org; produced by The Brue Family Learning Center 33



Archives/Repositories
• Have goals and a research plan

• Name files so you can identify them when you 
return home.
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Identifying Repositories
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NARA 20230324 Folder

This will move to family 
folder for Benjamin 

StandererThese have 
been arranged 
by the RG 85 
Case files 
number
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NARA Folder --> RG 85 Entry 7
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Hollinger Box Image
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Repositories

May require you to print items from 
computer or microfilm

Consider photographing printouts back at 
hotel room

Have a research log of copies (for file naming 
later)
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