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Order
Out of Chaos....

Becoming An
Organized Genealogist /
Family Historian

© DebinierGenealogy

Disclaimer

Organization is personal choice

One method is not better than another

The BEST way to organize
genealogical information is the one
that works for you

We will explore several methods of
organization to give you some ideas...
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Become An Organized Genealogist 30 Mar 2022

Face Your Realityi
How Much Space Can You Spare?
QUESTION 1: How much storage SPACE do you have?

* Do you have a lot of room to store family heirlooms, file boxes, or 3-ring
binders?

= Do you plan to downsize or expand in the near future?
QUESTION 2: Are you a neat freak or comfortable with a little clutter?
QUESTION 3: Are you comfortable with technology?

QUESTION 4: When the time comes — how will you leave your research to
your loved ones?

Office Space Limitations:

My Dream Office My Actual Office
L]

| have a very small office (8 x 8).

When my back starts hurting. My laptop and |
move to the living room and | work from my
recliner.

debiniergenealogy@gmail.com 2
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“If a cluttered desk is a sign of a cluttered

mind, of what then, is an empty desk a sign?”
~Albert Einstein

Protect valuable heirlooms
* Maximize your storage area
» Keep your workspace - workable

* Locate data when you need it

« Make your family happy that your genealogy is not spread
around the house

» After your demise, your research and heirlooms can be passed
on to descendants (or a repository) without loss of information

debiniergenealogy@gmail.com 3
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When Should You Begin Organizing

NOW is the BEST time to begin organizing your
genealogy....

» If you a beginner, you aren’t overwhelmed with stacks
of records yet

* You may have inherited photographs and genealogical
materials that need to be incorporated into your work

» If you are preparing to move from paper storage to
digital storage, it may be the best time relook your
organizational system

about any of your ancestors or the places they lived

HEIRLOOMS - inventory, take pictures of, properly
store, and determine who should inherit family
heirlooms in your care

First Two Things to Accomplishi

INTERVIEW people (relatives, neighbors, friends, etc.) who can tell you

Don’t leave this for others to decide

Do this now while you can think it through

You know the story about the heirloom better than anyone else. Write
the heirloom’s story and put it with the heirloom so it will be
remembered by those that follow you

Use archival storage materials (boxes, bags, etc.) for historical items

debiniergenealogy@gmail.com
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How to Store Heirloomsi
ARCHIVAL PRODUCTS should be used to protect fabrics (like quilts,
dresses, etc.), old books and Bibles, papers, and historical photographs
+ The National Archives (United Kingdom) provides an excellent
description of archival products
https://www.nationalarchives.gov.uk/documents/information-
management/evaluating-archival-box-board.pdf
+ Standard plastics (including zip-lock bags) off-gas and are terrible for
storing heirlooms
« Standard (non-archival) boxes are too acidic
+ Archival products can be found on Amazon, art stores, and craft stores
| suggest visiting Denise Levenick, The Family Curator, for tips about preserving
photos and keepsakes: https://thefamilycurator.com/
9
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Estimating storage
for one family:

Fredrick Hillis Yeager’s folder
would contain:

? # personal files

? # family files

? # personal pictures
? # family pictures

Do | make a subfolder or
separate folder for his wife and
each of his 10 children?

Should | consider a separate
folder for social history,
genealogy, and geographic
information?

$Blancestry
é " Frederick Hillis YEAGER

18761326
BIRTH 75 HOW 1676 « Sprarkla: Mills, JoTorson, Ponmsayhanin
DEATH 14 JUN 1925 - Clearfield, Clearfield, “ennsylvania

great-grancfather

Facts Family
Az 0 — Birth Sarenly
20 Mo 1676 - prinkl Wills, Jolfzsan, ‘] Witliarn Levi YEAGER
Pennsylva niz 14 Medial S ERE R ELE

hge 1 — Eirth of Sister Sarah Myrtle Yeager |157i- _HJ Barbara Ann LINGEMFELTER
Aht 1878« Jeferson, Pennsylvania 1455-100C

hge 4 — Regidence

1380« Olver, Jafferson. Pennsylvania

Spause & Children

i—" Florence Vandalia BECK
Aaed Residence == 1’nanm

1380« Olier, Jefferson, Pannzylvania, LS8 E i Clifford Beck Yeager
hge 4 — Birth of Brother Samuel L Yeager (1851 -1496] Tsizie

Ab 1881 - Sprankle Millz, lefiersan, Pennsyivania Frances Lillian Yeager

1952
Age 4 — Birth of Sister Clara Jeanetta Yeager [1581-19413) Wallaca Hillis YEAGER
1881 » Fonrsylvsnis 5011950

Aget Birth of Brother Danlell Yeager (1353 1302) Adam Leui Yeager
7 May 1883« Fonnsywania AR

#ge 9 — Death of Brother Samusl L Yeager (18511445} MacEarar oo Yeager
14 Aug 1265 « Sprankie Mills, JoBerson, Fonnsylsania ;i
L ! u Darrell Lamont Yoager
Aged  Birth of Half-5ister Dora Mas Yeagar (1336 1959 Hp0G-1030
29 Aug 1865 « Sprankle #ills, Jefferson, Pannsyvania Danial Laroy Yaager
60E-1027

nge 9 — Death of Mother Barbara Ann
LINGENFELTER {1855- 18R] |m| :;[l:!ll‘zl.\ﬂlﬂ Yeager
21 Mayv 1884 » Dliver, Jefferson, “ennsylvania, US4 R

m Paul Homer Yeager

Age 12 — Birth of Half-Brother Charles M Yeager [L3353— 18201003

1977} Izjl Mary Avanell Yeager

15 Azt 1863 « Sprankle bills, Jellerson, Pennsylania 18422001
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Folders & Filesi

files.

A folder is a type of storage space or container.
Folders are designed to organized for organizing

Afile is a collection of data stored in one unit. Afile
can contain documents, photos, audio, videos,
correspondence, or many other types of data that
will fit into a folder.

12
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Types of Files You Way Havel 'n a Folderi |

—

= > reference
> PDFs ™ materials

> photographs

il

» research plans
> video & audio » research reports
> records = > spreadsheets

=
[
—
—
-

—

» Vital records
» Census, etc.

Al

Some May Prefer to Log Their Documents.
14
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Third Decision is... Storage

ANALOG/PAPER

DIGITAL or

- Easily shared with others

- Files found with a search

- Information is in one place and
accessible when required

- Easier to carry around a laptop than
three-inch binders

- Need a consistent file

naming system

- Need routine

back-ups

Don’t need passwords

Don’t need “back ups”

- Full binders are heavy

- Can takes many binders to cover a

family

- Finding records can be difficult

s 2
§ g
2 5
8 2
2

Wost Use a Combination Plani

n

poOMIBp

Aajjovisoy
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Your Digital Filing Cabinet

Windows

@ Use File Explorer (called Windows
Explorer in older versions)

® Located under Start > Window
Accessories

% My preference is to
pin this icon to my
Task Bar because |
use it regularly

SE—

™

Apple
% Use Finder
% The Finder icon is in the Dock

¢ You can open a Finder window by
clicking on the desktop

Rest of my presentation is based on Windows File Explorer

17

4th DEC/SIOM - Your Organization Plan

Common organization plans focus on:

Color Coding

Surname (family groups or individuals)

Date (1700-1709 or 1801, 1802, 1803...)

or a combination of plans

Record Type (vital records, census, etc.)

Location (town, city, county, or state)

18
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'tems to Consider...i
* Do you have hardware & software to assist with your planning/implementation
» Write down your plan and rules and any changes you make for consistency
*  Will you group photos?
*  Which folder(s) will hold family photos?
* Does the census record reside with the Head of Household, or place a
copy for everyone named in the record?

* If your sources aren’t cited — add citations as you organize.

+ If you have more than one database (ex. one for paper, one for photos, one
for documents) then use the same naming system for all. Example, organize
by surname, locality, date, or record type, etc. .....

» Choose a small family branch to use as an experiment — verify that the plan
will work for you.

19
- ’ - - - -
Wary Hills’ Organizing Genealogical Filesi
www.genrootsorganizer.com

Family Files Box:

» Tabs for 16 surnames of
your great great
grandparents.

» Right side - files for each of
these families.

» Center section files for the
brothers and sisters

Localities Box

* Information about counties,
states, cemeteries,
churches where you are OBALITY FILES Box
doing research

Family History Files
20
debiniergenealogy@gmail.com 10
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side: GREEN

side:

Colors to Follow Youri
Grandparents’ Linest

How to color-code
You have four grandparents. Assign each
grandparent a color so you can keep them straight!

All the ancestors of one grandparent will be
organized under the same color:

- Grandfather's lineage on your father's side: BLUE

- Grandmother's lineage on your father's

- Grandfather's lineage on your mother's side: RED

- Grandmother's lineage on your mother's

Fadigres SR
Al PG LD

4 Great t

3 Grandparents

. R TS
ATty W R l

foper i .
13 il bl G

lamopmm
AT R
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%] *  GEMEALOGY - FOWLER

Homs Share View
& . P
O mMame

adams

* ThisPC * Desktop

allen
alvard
baker
Reck Histary
brady
breck
brown
coffman
COLLINS
COK
deway
fenton fanton
FFO
Flary
ford

FOWLER,
fowder articles
FRY
Garber Search
Hawes-Clapp
hawking
hide
holly
holstein
hinsmar

SDitems ] item selected

Can You Follow Mary Hill’s
Blan with Digital Filing?

Yes!

T | GEHEAICEY - FEWLER

<o B Serionl e Danenls * GENCALOCE - FOWITR

LWL

~~_Working Files -

: :‘!r 555

Oh:  LMBLINHR  LMSBRANGA i A0 )

CORRMAN

NG e iy Tszow Famnan ey

BRTE

hosmer IENHMES ENOTTE laech lechyond

1

WLLHE

~ 01T N

afwe ALLEN SLLEN slverd aeker beck mizhellz

nistery

l. N

fird ECHAFR e GARRFR (e

§F_BY

il mine merchause HORFORD retie

and smaan SHEDOH

IJ |'iI

22

debiniergenealogy@gmail.com

30 Mar 2022

11



Become An Organized Genealogist

30 Mar 2022

Home  Products -

CHANGE FOLDER ICON

Folder Marker Free

Products

Customize folder icon with color- or image-label
in 2 clicks

Afresware
important ind

Windows lats you customize folders with cobor.coded koons to make a search for

andasd Winoows method, tul with Falder Marker Fres you
an do this on the fiy from the ri s of 3 Tolder. So there ks no need to go thecugh additional
dialogs or run Folkder Marker Free § irmgly select the folder you want 1o cus!
icon and sesect & color-coded |con from the drop-down menu. The icon will be a
onoe,

Folder |oons can be customized using

wide array fie Tor

of Faider Marker cona
compare Fokder Markar Free wilh oihe

c M ) It i5 good Tor beginners, Hers you can
of Fokder Matker.

Screenshots. Folder custimization process

*Mark Folder' popup menu: Main windcw:

Download

with colorcoded
e iemage-coded hoon

4 High Pricuity | W Folder MarkerFree — x

Suppart - -

Buy Now

5T 2
CLICKS

Fast Access

Folder Marker Free
5

9.3 Mb

Price: FREE!

Mo Spyware or Adware!

For Windows, You Need To Add a Programi

https://foldermarker.com/en/folder-marker-free/?AVGAFFILIATE=3305& c=1

23

FolderMarker.com Providesi
Free Color Foldersi

@} Folder Marker Free 4.5

@ Folder:

Action Folder Language Help

- m} X

Action Folder Language Help

2 Folder Icon:

Colors  Main

User lcons |

9 Folder:

@ Folder lcon:

REmn

Colors  Main  User lcons

b (D [

[der2sbicle

W Falder Marker Fra
Action Folder Language Help
@ Folder: —
|
@ Folder lcon:
i_l Colars  Main  User fcons
+hdd |[=
Apply Exit
—_—

24
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« Within binders, tabs are set for
individuals and/or families

* As information
is found — it is
added to the
binder.

« Depending on family size
and number of generations,
many binders may be required.

Using Binders for Genealogy Filesi

» Binders have been used by genealogists for decades

25

-GENEALOGY FILES (main folder/directory)
> CORRESPONDENCE (sub folders)
> DIGITAL BOOKS
>> Personal Scans
>> Pdfs
> DOCUMENTS
>> Census
>> Vital Records
>> Obits
> FAMILIES
>> Family & Friends
>> Official emails
> IMAGES/PHOTOGRAPHS
>> By date
>> By family groups
> STORIES
>> Family histories
>> Personal stories

“Folder” Naming Conventions' ‘Analog or Digital),

] 1 s | GENEALOGY

- wor directory/folder |,

A

Name
After Your Gone
Allen County Library - FROM THE
ANCESTRY
APPS
Archives
BOOKS_Download
BOSTON UNIV
BRICK WALL
CENSUS
Cheat Sheets
CHURCH RECORDS
CITATIONS

112 items 1 item selected

Deb’s Genealogy Folders

26
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Denise Levenick’s File Naming Systemi

“surname-firstname

Birth Certificate Digital Image
smith-john_18651105_wa-seattle_birth-cert.jpg
smith-john_1900_wa-seattle_us-census.pdf

4-Part Filename

27

YYYY_surname_firstname_descriptor

YYYY = birth year

surname = use all capitals when a
direct line ancestor

firsthame = capitals or not

descriptor= free input field

Deb’s Genealogy File Naming Conventioni

[ mame

[#] 1711_FOWLER_Samuel story 1711-1771

B 1711 _rOWLER_Samuel_birth_westfield

B 1711_FOWLER_Samuel_family_MassachusettsTownVital

B 1711 _FOWLER_Samuel_MassachusettsTownandVitalRecords
B 1711 FOWLER_Samuel Memarial

B 1711_FOWLER_Samuel_NOBLE_mariage

&9 1711_FOWLER Samuel_story 1711-1771

| ] 1758_Fowler_Funice_hassTownandVitalRecords_birth

+— v P » This PC * Deskiop * Documents » GENEALOGY - FOWLER » Fowler * 1711_Samuel _FOWLER_Ir

Type

PDF Document
IPG File
IPG File

JPG File

PG File

JPG File

Mictosolt Word 7.

PG File

28
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Deb sl
“hing!
Systemn

My File Drawers

Aurabac

Custor Office Templates
Cyherlink
Diabiinier Genealogy
Dets Dotk
Farnily Trae Maker
GENEALOGY
GENEALDGY - DOBERZELEWSKE
GENEALDGY - DOBIE-KRESNAZ
[ GENEALDISY - FOWLER
GENEALDGY - KABINIER
GENEALDGY - KRESNAK
GEMEALOGY - YEAGER
Home Files
La Posada
2] My Didta Sources
tely Digrtal Editions
Wy Kincle Contant
T Files

SAGS 20-21

2 tems T item selected

29

| b4 = | GENEALDGY - FOWLER

Home Share. View

Folders Within

"“Genealogy-Fowler

adams
I ALLEN ALLAM
alvord
baker
beck michelle history
brady
breck
brown
B corrman
B coilins
cox
dewey
fenton fanton
flory
ford
& FOWLER
W FRY
B GARBER

hawes-clapp

hawiins
hide
holly

holstein

”

A = | FOWLER

Home Share View

Folders Within
“Fowler”

1165_Sir_Richard_Fowler
1190_John_Fowler
1249_Reginaldus_le_Fowler
1269_Johannes_Le_Fowler
1294_John_Le_Fowler
1320_John_Fowler
1350_John_Fowler
1400_Sir_William_Fowler
1421_Sir_Richard_Fowler
1445_William_Fowler
1500_Roger_Fowler
1520_Thomas_Fowler
1562_WILLIAM_FOWLER
1575_John_Fowler
1590_William_Fowler
1620_Capt_William_Fowler
1621_John_Fowler
1626_AMBROSE_FOWLER
1646_Abigail_Fowler
1652_SAMUEL_FOWLER
1654_Hannah_Fowler
1684_Samuel FOWLER
1704_Elizabeth_Fowler

M 1 = | 1562 WILLIAM FOWLER

Home Share View

Files Within
*1562_William_Fowler”

extras

B 1_1562-William Fowler

¢ 1550_William_Fowler
9 1562_William Fowler 1550-1626

4] 1562_William Fowler 1550-1626
39 1562-William Fowler
= Ancestral_Heads_fowler

#] ATWATER - MEETING HOUSE

[#] ATWATER - SEATING PG249
[ Atwater1881_p10_Map_New_Haven_in_1641
B cambridge Alumni Database

i Cambridge Alumni Database

I8 cervyshire parishes

4] Early Milford, CT History from Connrcticut Magazine

¢] FIFTY PURITAN ANCESTORS

#] Fifty_Puritan_Ancestors_1628_1660

¢ Genealogies of CT Families - Fowler
I8 herefordshire

#] John Davenport (minister) - Wikipedia
@9 milford map

¢ Milford Tombstone Inscriptions A-H
B milford

B wilford_b ridgetowerandmill

YYYY_surname_firstname_descriptor

71items 1 item selected

I 41 items

» Color Coding

» or combination of choices

+ Date (1700-1709 or 1801, 1802, 1803...)

» Record Type (vital records, census, etc.)

» Location (town, city, county, or State)

Additionally, flexibility can be gained with digital filing...

Digitally Store Genealogy Filesi

Organize the same way as paper systems. Usual choices are:
* Surname (family groups or individuals)

I:| D'_TILJ_EU D:E‘DHZD""'

30
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Digitall
- 1 #° Search Results in GENEALOGY o Nebraska —
sgw
s Do AT OV Search Ability:.
Sifiect 8/21/2020 6:24 AM
Nebraska cal J\Deskteph D ALDGY|MAPS
<+ B/21/2020 6:22 AM .
Because of digital search
. Nﬁhraqka T!p (=T i\ Desktop Doc \GENEALOGY - Starfes .
¥ oote modes 1920731 capabilities:
8 2012 Dubais_Nabraska 03 kere 91272012 721 AM
- e 126 MB
- My Mabraska Expioraﬂnns €Al OGVG. e 257 KB . 3
m._ adified 472712017 650 PV Nebraska and Kansas Ex 3 etra Fowler ., Auty Debra It doesn t matter M I
o My Nebraska Explorations0 i [EALOGNG.. Site: 302 KB store data — JUSt that | have a
o 5/6/2014 516 AM Mebraska and Kansas Expiorations By Detea Fowler Authors: Debra
n Fowler_names_nebraska Clsers) YesktophDi \G OGNE.  Size 114 KB gOOd SearCh term
2 + 11/13/2013 258 PM ~ 1858 18 Feb 1863 17 Sep 1853 Nebraska USA Hub..  Authors Debra Kabinier
PawneL County_Nebraska CALsers denkat Desktoph Documents GENEALDOGY\M..  Size 336 MB e . .
Afiedt 271472013 553 AM This is a digétal copy of a book that was preserved fo.  Authors A Besom o But |t IS easlier to f|nd
Pawr\ee Cou nty Nebtaska Ci\Usersdebia Desktop Documentsi, GEMEALOGY\B.,  Size: 336 MB H H H
o T cligita oy of bk that waé presened . Auhors: A Besom information when it is
j Nebrasks 1902¢ State Map Ty PG Fle maintained in a well-named
ons 10039 x 6614 Size 164 MB
B Nebraska 1875c Stata Map s G File folder
Dimmersions 6376 x 4843 Size 824 WB
i Nebraska 1876 State Map Tyme: WG File
warsions: 7913 x 4724 iize: 950 MB
[= ' Nebraska 1874 State Map 2 J0G File
s 685D % 4606 Size: 735 MB
773 items

Decide Rules on Naming Filesi
Decide Rules on Placing Files in Foldersi
Post the Rulesi

% Touch the file once — it saves time

++ Set rules where family files will be placed. For example:
« Family photos are placed in the Head of Household folder
» Census files are placed in the Head of Household folder
* Where does a married woman'’s files reside?

— My rules are:
+ Direct female ancestor / important female ancestor — get their
own folder

» Otherwise, females are placed with their father’s folder until she
marries, files created with husband are placed in his folder.

32
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7

CAMPUTER EXTERNAL

Digital Files Must Be Routinely Backedl-Up

TYPES OF DATA BACKUP METHODS

s (N
a

p—

Cloud Backup

Cloud Storage

33

back-ups

ups

Wy Digital Backup Plani

* | use a laptop and desktop. Each computer is a backup to the other
« Many choose to back-up computers on the 1st day of the month.

» My external drives hold more data than my largest hard drive. | choose Solid
State Drives (SSD) for my computers and external drives. They cost more, but
last longer and have less chance of breakage

+ | store one external drive in a fire-proof safe and keep one accessible for quick

| back-up to the Cloud every other night and Dropbox for selected folder back-

| keep my software updated and data updated to current standards

34
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Sample External Drives.
R
USE Flash Drive 1TB,Loyalgo Thumb Drive 1000GE,Metal
Memary Stick Storing Photo/Video/Music/File with
Keychain(Silver)
35
Cloud Storage & Issuesi
Cloud Storage! Cloud [ssuest
Google Drive Security Issues (do you want all files on
. cloud)
OneDrive
Privacy Issues
DropBox
You have access from any device

Carbonite

N What are space limitations

iDrive Maintain a backup copy

...and many more

36
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Storage Reminders.
Heirlooms, documents, and photographs must be
protected from heat, light, and humidity.

» Do not store in an attic, garage, on along an
outside wall

» Do not laminate

» Do not use PVC sheet protectors

» Only use archival quality storage boxes and
storage materials

» Newspapers must be stored separately from
other papers due to the acidity of the paper

37

Organization Remindersi

« Take an inventory of your heirlooms

« If your documents & pictures do not have a citation — find or
create the citation before filing

» Make your plan for naming your genealogy files and follow it
« File your genealogy files & heirlooms in archival safe containers
» Set your back-up schedule and follow it

 AND.. Determine how those you trust will gain access to
your genealogy files (passwords)???

38
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1. Natural Disaster

D - -
Iannlng forplsasterl + Could you take your genealogy work with
for Genealogy &i you?
:amiIJ/ Histo,y]  Could your work be easily recovered?

2. Who inherits your work when you stop
working on genealogy or pass on?

» Will they be able to gain access to your work
/ know your passwords?

» Will they understand what your files mean?
» Will your folders & files make sense?
* What will be your legacy?

— Crazy Aunt Mary/Uncle Bill left us with a
mishmash of pictures and papers.

— Thanks to Aunt Mary/Uncle Bill, we have
a wonderful understanding of our
ancestors.

'nform Your Family / Friends of Your Wishesi

1. You have been doing genealogy work
not only for yourself — but for your
family.

2. Explain to your family what should
happen with your research when you
pass.

3. Determine who is willing to take over
your work? Inform those handling
your estate of this so your genealogy
is not thrown out.

4. Perhaps you could mentor interested
family members while you can.

» Technology gives this ability that
wasn’t available a few years ago.
You no longer need to wait for a
face-to-face visit.

40
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¢ Do your research NOW to
determine the archive or society
that wants your research

+» Determine the format the
archive / society expects to
receive your data

¢ It is your responsibility to
ensure your research is in the
format a facility will receive it.

* NOTE: Don’t expect those
executing your wishes to go
to the same level of detail
you would or understand
genealogy

What if You Don’t,
Have a Family?i
- or -
What if Your Family
's Not Interested?

41

Wake A Genealogical Directivel

Include a Genealogical Directive
with your Last Will and Testament:
» Specify what materials and
research will go to whom and

where

» Lisa Louise Cooke has a form
on-line

* The Green Valley-Sahuarita
Genealogy Library also has a
form that can be copied

Genealogical Materials Directive

Qwner / Researcher Name:

Address:

Directive Date:

Primary Recipient & Caretaker of Your A ials:

Address:

Phone Number:

MATERIALS DESCRIPTION

Description of G logical (Overview):

Specific Descriptions (if applicable):

Photographs:

Computer Files:,

http://www.lisalouisecooke.com/directive.pdf
© Lisa Louise Cooke 2008

42
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When Will
You Begin
Organizing

Your
Genealogy?

Sources for Organization:

Ingalls, Cyndi, Organizing Your Research, Cyndi’s List,
https://www.cyndislist.com/organizing

Levenick, Denise May, How to Archive Family Keepsakes: Learn How
to Preserve Family Photos, Memorabilia and Genealogy Records,
2012

https://www.thoughtco.com/organize-your-digital-genealogy-files-
4026699

Smith, Drew, Organize Your Genealogy: Strategies and Solutions for
Every Researcher, 2016

Powell, Kimberly, "Organize Your Digital Genealogy Files," ThoughtCo.
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