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The Basic RequirementsThe Basic Requirements

1. Spread Sheet 
2. Scanner and/or flash drive
3. Computer folders and files
4. Notebooks or filing cabinets



Folders and FilesFolders and Files
Birth Cemetery Census

Church Correspondence Death

Directory Land Legal

Lineage Marriage Military

Miscellaneous Obits Pictures

Probate Religion Research

Reunion Tax To Do



Setting Up FilesSetting Up Files
• Birth Folder

– Birth Announcements, Birth Certificates, Baptism, Birthdays

• Cemetery
– Plot Diagram. Index, Tombstone Pictures

• Census
– 1790, 1800, 1810, 1820, 1830, 1840, 1850, 1860, 1870, 1880, 1890, 
– 1900, 1910, 1920, 1930, Mortality, Indexes

• Correspondence
– Cards, Letters, E-Mail

• Death
– Death Certificates. Death Notices, Death Register, Funeral Cards

• Directory
– City, County, Farm

• Land
– Deeds, Deed Abstracts, Govt Lands, Grantee Index, Grantor Index,
– Mortgages, Surveys, Warrants



Setting Up Files Setting Up Files –– Cont.Cont.
• Legal

– Chancery Court, Criminal Court, Civil Court

• Lineage

• Marriage (next slide)
– Anniversary, Divorce, Engagement, Marriage Bonds, Marriage 

Certificates, 
– Marriage Invitations, Marriage Licenses, Weddings

• Military
– Revolution, War of 1812, Civil War, Pension Abstracts,
– WWI Draft, WWII Draft

• Miscellaneous
– Autographs, Graduation, Naturalization, Organizations,
– passenger Lists, Report Cards, Reunions, Ships,
– Social Security Applications

• Obits



Setting Up Files Setting Up Files –– Cont.Cont.
• Pictures

– Event, Surnames

• Probate
– Letters of Administration, Wills, Will Abstracts, Will Indexes

• Religion
– Bibles, Churches

• Research
– States, Surnames

• Reunion
– Invitations, newspaper Articles, Pictures

• Tax
– State (County), Surname

• To Do
– Exists only in the spread sheet – no folder, no files



Setting Up Your WorksheetsSetting Up Your Worksheets
1. Determine how many worksheets you will need. 
2. Using the folders we created, you will need 21 worksheets.
3. At the top of each worksheet name each column and assign

the following column widths:

Column A – Surname Width: 11
Column B – First, Middle Width: 18
Column C – Anc Width: 4
Column D – Source Location Width: 20
Column E – Date of Document Width: 11
Column F – Description Width: 25
Column G – Item Name Width: 25
Column H – Comments Width: 35
Column I   – Date Entered Width: 9



Naming WorksheetsNaming Worksheets
Use the folder subjects to name each of the worksheets
on the bottom tabs:

Birth, Cemetery,  Census, Correspondence, Death, Directory, Land, 
Legal, Lineage, Marriage, Military, Misc, Obits, Pictures, Probate, 
Religion, Research, Reunion, Tax, To Do



What’s Next?What’s Next?

• You have now set up your spreadsheet and 
are ready to begin entering information.

• First - you have to enter information about 
the document into the spreadsheet.

• Then scan the document into the computer.

• Finally – Hyperlink the two



Example of Entering a Census Example of Entering a Census 
Page Into Your SpreadsheetPage Into Your Spreadsheet

Surname Patterson
First, Middle Martin H.
Ancestor No
Location Lancaster Co., PA
Date of Document 1930
Description U.S. federal Census
Item Name PATT-Martin-1930
Date Entered 03/24/2007



Hyperlink Spreadsheet to DocumentHyperlink Spreadsheet to Document

The last step is to hyperlink the spreadsheet to the 
document.  Once that is completed, you are just a click 
away from the 1930 census page for Martin H. 
Patterson.

Remember to file the paper copy in either your notebook 
or file cabinet.



Data in Spreadsheet To Do tabData in Spreadsheet To Do tab



Data in Spreadsheet DBFS TabData in Spreadsheet DBFS Tab



Data in Spreadsheet Military TabData in Spreadsheet Military Tab



Data in Spreadsheet Census TabData in Spreadsheet Census Tab



Document ExampleDocument Example



Document Example 2Document Example 2



To RecapTo Recap

1. Enter Document into Spreadsheet
2. Scan Document into Computer
3. Place Document into Appropriate File
4. Hyperlink
5. Place Paper Copy in Notebook/File 

Cabinet



Dedicated to the Memory of

Doug Beahm
1954 - 2007
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