How to Start – Entering Data Right the First Time

A pedigree chart is a way of organizing birth, marriage and death information about your direct ancestors only.  It contains information about the "fathers and mothers".
A family group sheet is a way of organizing birth, marriage and death information about your direct ancestors and their children.  It contains information about the "aunts, uncles and cousins".
· By establishing a set of rules for how you enter data into a computer, you give others a basic understanding of how you have compiled your family history.  These rules allow you to have “guess” and “verified” information combined without confusing the reader.
NAMES

1. When a man's name is unknown, enter his name as Mr. followed by the children's last name.  

(i.e. Mr. Eberle was Charles Eberle's father)

2. When a woman's maiden name is unknown, enter her name as Mrs. followed by her married name. 

(i.e. Mrs. Tillie McGuire was married to Robert McGuire)

3. The oldest ancestors of each line, of which little or nothing is known, are entered as Mr. and Mrs. 

(i.e. Mr. Hopkins and Mrs. Hopkins)

4. Enter names for every known child attributed to a family although nothing may be known about the children.

5. When a child's name is unknown, enter Child followed by the birth order number followed by the last name. 

(i.e. Child 5 Bull was the 5th child in the Bull family)

DATES

6. Enter as complete a date as possible.  If the day is missing, spell out the month to minimize future errors.

(i.e. April 1856)

7. When a date is a reasonable guess, enter estimation codes in front of the date. 
(i.e. Bef  1776, Abt 1800, Aft 1921, Betw 1815-35).  
8. Note the basis for guess dates in the research notes.  
(i.e.  Marriage date estimated 26 yrs after birth date of  self.)

9. When dates are not present, children's information and birth order are entered in the order the information is found.

PLACES

10. When recording the location of an event, the 1st level is the city, the 2nd level is the county, the 3rd level is the state, the 4th level is the country.  (USA is not entered for events occurring with the United States.)  

11. When recording a burial location, the 1st level is the cemetery, the 2nd level is the city, the 3rd level is the county, the 4th level is the state.  (USA is not entered for events occurring with the United States.)  

12. No abbreviations.  Spell it all out.

13. When a portion of a place name is unknown, leave space within the place name for the unknown portion by inserting commas around the unknown portion. 

(i.e.  Redmond, , Washington or , King, Washington or , , Washington)

14. When a place name is a reasonable guess at the location, enter Estimate before the place name.  
(i.e.  Estimate, Denver, Arapahoe, Colorado)  
15. Note the basis of guess places in the research notes.  
(i.e.  Birth place estimated based on marriage place of parents and birthplace of next sibling.)
RESEARCH DATA / NOTES
16. Enter all research data into the notes attached to the individuals.  Research data includes excerpts from letters, census records, social security numbers etc.  The notes should also include the Soundex Codes for names relating to the individual.  The Soundex code is used in indexing the US Federal Census.

17. Begin each research data entry with "According to."  Present the research data in its most easily used form.  Consider editing the research data to read like a personal history for the individual.  

(i.e.  According to the 1910 US Federal Census, Elizabeth gave birth to 5 children of which 4 were still living.  Elizabeth’s parents came from Belgium.)
18. If the research data is family folklore or is wrong, then state whether the folklore has been confirmed and how or that the information is incorrect and how the error was proved.  
(i.e.  According to the census, he was born in Maryland.  However, the family bible shows his birthplace as Virginia.  The family moved to Maryland and lived there for several years during his childhood.)
Tips for Speed in Entering Data

· Enter data from pedigree charts first proceeding from yourself to father to father to father along each line until all ancestors are identified.  Most family history computer programs have a last name auto-repeat feature.

· When entering data from group sheets, add all the children first, and then go back and give each child a spouse as appropriate.  Most family history computer programs have a last name auto-repeat feature and a place name auto-repeat feature.

· Throw away paper once all pieces of data from the paper has been added into a family history computer program.  Or, mark the bottom of the paper as being entered into a family history computer program and place the document in a plastic sleeve to prevent further writing on the document.
Saving Your Family
· Save a copy of your family history onto your computer

· Save a copy of your family history onto a disk

· Save a copy of your family history onto the internet

· Publish a copy of your family history at www.rootsweb.com using a GEDCOM file




Every theory proven wrong brings us closer to the truth.  


Einstein








