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Organizing Your 
Digital Files



Did you say organize?!?!



Research Logs

• Date of research

• Repository

• Call number

• Description of source

• Comments or results

• Document number

• Misc. fields





AmericanAncestors.org/downloads



Research Log 
 
Ancestor's name 
 
 

Standerfer, Drew, Farmer 
Objectives 
 

Locate records on these families 

Locality 
 

IL, IA, NE, WA 
 

 
Date of 
Search 

Location/ 
Call number 

Description of source 
(Author, title, year, pages) 

Comments 
(Purpose of search, results, 

etc) 

Copies 
Made 

20 Mar 
2000 

FHL 
1941201 

Johnson County, Nebraska 
Marriage Records 
Box 1, fol. 1-6 1858-1883 

Located the marriage of 
Benjamin Standeford to Mary 
Holcomb, 14 Feb 1872 in 
Vesta, Johnson, Nebraska 

2 copies 

20 Mar 
2000 

FHL 
545921 

1870 Federal Census 
Wapello County, Iowa 

Extracted the family of Isaih 
STANDERFER found on p. 55 
in Center Twp. 

 

20 Mar 
2000 

FHL 
979.723 
V2b 

Births and Deaths of 
Stevens County, 
Washington 
1890-1907 

Searched for entry of 
Benjamin Standerfer who died 
in 1904 in Addy, Stevens Co., 
WA but did not find an entry 

 

20 Mar 
2000 

FHL 
979.723 
V2b 

Tombstone Inscriptions, 
Stevens County, 
Washington by Carrie 
Lartique and Belva 
Pederson (Spokane, WA: 
n.p., 1976)  

Located entry for Benjamin 
Standerfer on p. 88.  Copied all 
pages for Addy Cemetery 
where he is buried.  Also 
copied p. 43, listing of 
Highland & Calvary Cemetery 
with Standerfer entries 

6 copies 

 



Catalog Screen Shot



Research Log – Specific Place



Research Planning

Comparing 
places on the 
map to church 
record 
availability at 
the Public 
Record Office of 
Northern 
Ireland



Research Tracking



Software Assistance



Organizing with Software
• spreadsheet programs offer the ability to extract and record information from 

the census in a computerized format.

• genealogy database programs can be the best option as they allow the 
creation of documents for the different types of records, but yet keep it all 
together. 

– Clooz

• note taking apps offer methods of recording your research in easy to 
search files that in which you can copy and paste things from the web and 
keep track of questions or hypothesis.



Census Spreadsheets



Littleton Taxes - Clooz



1810 Tax Report from Clooz



1810 Tax Report from Clooz

1810 Census in Lyman

Order of Other Tax



Note Taking Apps

• Note taking apps are another general type of software that can be 
effective in genealogical research:
– Microsoft OneNote
– Adobe Acrobat
– Joplin
– Goodnotes (Mac & Windows)
– Notability (Apple only)



Microsoft OneNote



Microsoft OneNote



Adobe Acrobat



Joplin



Goodnotes (Mac)

Insert images



Notability (Apple)

Insert full PDFs 
and build on 

them (p. 180 of 
229)



Organizing Digital Files

• Requires a plan

• Identifying the scope

• Family research vs Special Project

• Active Research



Scope



Scope

• Determine the primary focus of the images:
– Family documents
– Historical Subject
– Special Project

• If family related treat images like you would paper copies.

• Special projects may be done differently.



Family Research



Paper Files and Computer Files

• Consider adopting the same system you use with your paper files 
and create similar folders on the computer.

• Digitized everything in paper files

• BACK UP digital files (preferably in more than one place)



Family Folders







Family Folders



Digital Pictures in Folder



First Image Always the Folder



Electronic Inventory



Tip:
Save research logs in the family 

files or create a separate file



Combining Paper and Digital

• Take digital photos of your paper files and put them in the 
appropriate computer folder.

• Rename the images of the documents from the paper folder to 
coincide with the index/inventory sheet in your paper files.

• Do this whenever you work on a family for which you have paper 
files.



Digital Photos to be Renamed



Digital folder for Guy Standerfer



Paper and Digital



Digital folder for Guy Standerfer



Document Scanner



Document Scanner



Document Scanner Software



Scanning Paper Files



Finished Paper Scans



Family Folders



Document Scanner Files



Creation of Electronic Inventory



Files with Family Folder



Tip:
Have BACK-UP files in the cloud



IDrive.com



iCloud.com



Research for Someone

• Treat like a special project

• Be consistent

• Keep detailed notes

• Keep a copy of what you send



Goodnotes App Notes



Goodnotes App Notes



Digital Files



Backups of Files



Renamed Files



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



Article(s)



DropBox Shared Folders



DropBox on Laptop



Tip:
Track your research



GoodNotes



Insertion of Finding Aid PDF



Dropbox Shared Folders



Finding Aid to Digitized Files



GoodNotes



GoodNotes



OneDrive at Work



Scanned images from repository



Historical Subject



Immigration Subject



Historical Subject



Active Research



Active Research

• Researching online from home

• Research trip to FamilySearch Library

• Research trip to archive/repository



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



Digital folder of William James Ayer



FamilySearch Library

• Access to digitized images not available at home

• Computers with microfilm scanners

• Book scanners

• Digitize negatives, etc. in Memory Lane



FamilySearch Library



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



Scanning from microfilm



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?



Archives/Repositories

• Have goals and a research plan

• Name files so you can identify them when you return home.



Identifying Repositories



NARA 20230324 Folder

This will move to family 
folder for Benjamin 

StandererThese have 
been arranged 
by the RG 85 
Case files 
number



NARA Folder --> RG 85 Entry 7



Hollinger Box Image



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)



QUESTIONS?
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