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Log in

1. On your desktop, click the
FamilySearch Indexing icon, or
on the FamilySearch indexing Web
site
http://indexing.familysearch.org,
click Begin Indexing.

2. Enter your user name and
password.

3. Click OK.

Sign In to FamilySearch Indexing

FamilySearch Account

Indexing now requires a FamilySearch Account.

Enjoy the convenience of just one user name
and password for all FamilySearch applications
and websites.

Don't have a FamilySearch Account?

Sign In (FamilySearch or LDS Account)
Username:

Forgot user name?
Password:

Forgot password?
[] werk Offline
( oK I
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Indexing

Down I 0 ad a B atc h [ My Work Vv.v?erlcome. can;ursrte'l;n;olsir

[Role: Indexer [v] [[_Download Batch... |

1. C|ICk DOWﬂ|Oad BatCh | Type © & Download Batch ‘

2. CI ICk the name Of the O Bhow all projects @ Show preferred projects di eferenc
prOJ eCt y0U Want to Work Project Name |Descriptlon [Level ]Points |
on Deutschiand, Brandenburg - Kir...|German - 17839-1875 Intermediate (S 2
. Deutschland, Mecklenburg - Vo... German - 1890 Intermediate |5
3_ Select the number of France, Paris - Registres Prote... [French - 1612-1906 Intermediate |5
Georgia 1930 Deaths - Pilot English - 1930 Intermediate |5
batches you want to work Ghana - 1982-1984 Census [P Engiisn - 1982-1984 intermeaiat 5
on italy, Trento - Baptisms 1784-1... talian - 1784-1924 (Highest Pri... intermediate 5
: IlUK, Warwickshire - Parish Regl... English/Old English - 1538 - Pr... /Advanced |10
4. Click OK. US. Rhode Island - 1905 State .. [English - 1905 Beginning 1
US, South Dakota - 1935 State ... [English - 1935 Beginning 1 v
|My Messages | 12 number of batches to download [view sampie [ OK_JJ[_ cancel
| —
1 1 1 Field Help | Quality Checker| Project Information | imags Navigation
View Project Instructions -
1. Click the Project Information tab on the right Sample Liages
H # Census Schedule - Front
side of the data entry area. e Cone Scpole prwis

2. If there are no instructions on the tab, click the
IndeXIng ProjECt Home Pa'ge Iink' # Standard, preprinted forms for each record
3. Read the project specific instructions. # One record per image

# Up to 20 images per batch
 Highlights

Characteristics of This Project

Description of the Records

# The 1905 census forms are two sided with information to be indexed [v

Enter the Image Type Heatlr Data | Form Enty e mage Navgaton
18] elp Quality Checker
H - Images
Click the Image Type field, and select S 51|l ne image i normat and has B
an item from the drop-down list. For 002 Narmal information to be indexed, select
example. normal. blank duplicate 003 Blark [mage Normal. Then press Tab or Enter.

' ! ! ! 004| Duplicate Image . ) ) .
unreadable, no extractable data, or a 005~ No Extractzble Data Image gihere Is no !nforme_m%rr tokbe indexed
project-specific item, such as birth gg; Unreadable Image dz;ﬁ;’:tee hz ;mnaogz;tsracf:mfdata’ or
certificate. 008 is unreadable, select one of these

009 options. Press Tab or Enter, and, on

Note: For help, read the Field Help
instructions on the right side of the data
entry area.

Enter Information

1. Click on the first field to start
typing the information from the
document image.

2. Type the information as it appears

j - (8) Name inFULL. (“ﬂ'ﬂ'ﬁwmu'mvn‘fnnim. T =

(4) ﬁesidenee (Stmet andNo) ](5) Towu (or c:tﬁﬁ— e

- 569 i 5 X 2 | BB B
in the document. p T LT T
. *Record Ty Fer ] [~
3. To advance to the next field, press EnmeraonDiswet 122 {{civen Names
" ! Number in the Order of Visitation 338
*Gender F Type the given names that were written in box 3.

Tab or Enter.

Number in this Family
"Sumame Rounas

The given names were generally written after the surname. Watch
i 1N the names carefully, and be sure to type the names into the correct
Titles and Terrns fields on the indexing screen.

Note: For help, read the Field Help oo Co
- - - - “County Do not include titles or terms with the given names, such as: Sr, Jr,
instructions on the right side of the data s el L e T

Color or race  fjthe name.

entry area.
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Indexing

. . m& 57 St o L
Duplicate Fields and Records 985 T
e To duplicate a field, click the empty field, and 57, agt_({____- v Y

press Ctrl+D.
e To duplicate a column, click the first empty = =
: ' R \ | 55 T i ol B E
field, drag down the column to highlight all the o & xd e SHa S
fields you need, and then press Ctrl+D. fomentyl
e To duplicate an entire record, click the empty it I anmieme X
record, and press Ctrl+Shift+D. :t::::: :BA::sy
Lookup Lists
A lookup list is a collection of common names, PNAMS, | Lookup
places, or other types of information that can help : B

you decipher a field. The list does not include every
spelling variation, especially for names.

1. To use a lookup list, click in the field you want to
index.

2. Click the down arrow at the end of the field, and
click Lookup.

3. In the appropriate fields, type the letters you can
decipher.

4. Select the name or information that matches the
information in the document.

5. If you find a match, click the match, and click
Accept Selected.

6. If you do not find a match, click Cancel, and type
what you see in the document.

Note: A red wavy underline or colored background
indicates that the name does not appear on the
lookup list. It does not mean that what you typed is
incorrect.

Contains:

Ends with:

P To enter international letters, use Ctrl-L.

Maplet ~
s e IMar
PYAE) = B Mara
SR e b Maraba
Marabah
ord Type Femald maragarft
n District 122 e
Maragretta
isitation 338 Maragriet
*Gender F Maragrieta v
is Family 2
Accept Selected Cancel
Surarne Rounds [ 2P H = ]
[v| ||[the na
nd Terms | | fields
wn or City [

”COUNNI LookuE... l iy

Do no
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Mark Blank and Unreadable

Indexing

If a required field is blank, click in the field, and

click "% (Mark the field blank button).
If an entire record is blank, click in a field for the

record, and click =24 (Mark the record blank
button).

If you cannot read one number or letter, use a
question mark (?) to replace the number or letter
you cannot read. For example: H?ndley.

If there are multiple numbers or letters you
cannot read, use an asterisk (*) to replace the
numbers or letters you cannot read. For example:
Di*son.

If you cannot read any of the numbers or letters

for a single field, click in the field, and click "g
(Mark the field unreadable button).

. . .
If an entire record is unreadable, click ==
(Mark the record unreadable button).

Insert and Add Records

To add a record at the bottom of the

list, click = (Add Record
button).

To insert a record, click on the L3

record just below where you want BP % i N L X2 B E Exl

to insert the missing individual, and .. 52 Tabie Enty | Form Entry

CliCk E‘i (lnsert ReCO!’d button) ‘ . - ‘iv\;ggrnrsrame ' : :M‘a?;en Name and Initials 7 Titles .

To delete extra record lines, click } a7 | Watters (Caroline , :

on the record to be deleted, and = jpamey Ll | E
|48 Barney Mary | \.

click = (Delete Record button). 22 ey piethene hd

Find Help

Field Help: Click the Field Help
tab for instructions on how to index
a specific field.

Project Instructions: Click the
Project Information tab for
project-specific instructions. If no
instructions are listed, then click the
Indexing Project Home Page link.

Fiald Help JQuality Checkerl Project Infarmation Ilmage Mavigation

Line Number

There are na line numbers defined on the images far this
project.
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« Handwriting Help
Aa Bb {Cc [DOd [Ee |Ff Gg | Hh 1 1 Kk LIEmNn chpf Qg R:S‘s'r! Uu::f
+ Handriting relp:Clio [FEEEEEERERBERERERLE (R
g P4 S~ i | i :"J: -~
(Handwriting Help button) for “f O 4 .-g ¥ %; é i’l .gm d}'.o—gg;%v’? ’f ;@;w ¥
i J £ M T i w
examples of how different letters b A I HE I A A A A
may have been written.
7] ® = e 2 B e
e System Help: Press F1 for & Famitysearch indeng BE
- -
instructions on how to use the %i &
|— ~

FamilySearch indexing screens.

Volunteering ~

{03 Who Can Index?

- @ Valunteering

- # Starting to Index Indexing consists of a few simple
{C3) Undating Personal Informe steps

- @ Setting Preferences

- @ Retrieving 3 Forgotten Pa: 1. Starting to Index

Indexing Start Page You must sign in to the

# My Wark indexing program each time

@ Viewing Histary you want to start indezing

* Viewing Messages
- @ Setting Goals Download a Batch

- @ Viewing Points Batches are groups of one or

Indexing Steps

=

# Indexing Links more images that can often be
Indexing indexed in 30-60 minutes.

- r; mf‘t}:::jf:‘i”g? [w] 3. View Project Instructions
<] I | (2] Read the project-specific M

&= FamilySearch Indexing - Canada - 1871 Mortality Census/004396273[%6]

e Ask a Question: Click the Help e e Ven Touo e

menu, and then click Ask a ::::l”m o _

Question to find answers to
Common questionsl INDEXING NEWS PROJECTS HELP

Resource Guide | Training | FAQ | Aska Question | Sup

About FamilySea

Census of 1871. Ask a Question

e Support: Click the Help menu, and

- - s | Type your question below, and select the Tips:
CI ICk COntaCt SUppO I"t tO fl nd the il | Askbution. Seethe Tips and Examples if « Be concise and as spe
you need help on how to word your question. « You can type questions

contact information for your local

s Check for spelling or tyj

leader or FamilySearch Support. > Examples:
« What does the messag
: . ;ﬂriatrlwwi;re any fraining cl
S « Whyis my indexing E\st

e Share a Batch: Click the File

|i FamilySearch Indexing - Florida 1935 Census/004280110[38]

menu, and click Share Batch. | EESATES
i 1 Clase Batch Chrl+F4 rte [ 1o
Write d_own Fhe number, and click closeBarh AT |£| o &%
OK. Give this number to a support rareach f e
. Sh Batch

person so he or she can view your - b

batch to help you with a problem Retrieve from Se|  Contact the person you want to share this batch with
Subrnit and give them the following number:
Euit 54850130
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Quality Check

When you are finished indexing, the Quality
Checker window replaces the Field Help window on
the right side of the data entry area. The first marked
field appears, along with an explanation of why the
information needs to be rechecked.

Recheck the information you entered with what you
see on the image.

To keep what you entered, click Accept.

e To keep what you entered for the same field in
all records, click Accept All.

e To change what you entered, type the new data
in the field.

e To change what you entered for the same field in
all records, type the new data in the field, and
click Change all to new value.

e When you click an Accept or the Change all to
new value button, the quality checker
automatically moves to the next marked field. If
it does not, click Next.

Field Help| Quality Checker | Froject Informati

*Surname
‘Walters

*Given Mame and Initials

Annie 1. Qdrum is not in the autharity list

Walters

May B

Walters

[T

Caraline

Barney

John

Barney

Mary

Barney

Mathaniel

Odrum

‘Walker

Gusss Accept H Accept All | "Odrum"
JB .

‘Walker

Bessy

‘Walker

Atto To change a field, click on it.

‘Walker

Wiallkar

Junior
| [ Hep |

Bithar | sa

Submit a Batch
1. After the quality check is complete, a message
appears asking if you want to submit the batch.

Click Yes. If it does not, click 15 (Submit
button).
2. On the Batch Submitted message, click OK.

B3 submit

Quality Check finished!

‘Would you like to submit your work now?

He|lsxal 9 4,

Headsr Data | Form Entry

Return to the Start Page
To return to the FamilySearch indexing start page,

click < (Return to Start Page arrow).

File

Edit View Toaols Help
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Indexing

Return Batch : 004280110[58]

Return a Batch _ _ .

. ] Click the button below that best describes why you would like ta return your batch.
If after VIEWINg a batch you realize that ‘Yau may return a batch far any reason. Any work you have already completed will not be lost.
Please help us determine if we can give the batch to another indexer to complete ar

yOU WI” not be able tO V_VO”_( O_n the if there are quality issues headguarters will need ta review.
batch, either because it is difficult to , _

Give to Other | don't hav_e enough time now.
read or for any other reason, you may R * It's too difficult for me.

return the batch # | want to try a different project.

& Part of the image is cut off and infarmation is missing.
& One or more images are too dark or toa light to read.
# One or more images are blurred.

We appreciate your help!

Review Image

1. Click the File menu, and click Quality
Return Batch.
e To return a batch so it may be

indexed by another indexer,
click Give to Other Indexers.

e To indicate that the image has a
problem and should be
reviewed by an administrator,
click Review Image Quality.

Basic Indexing Guidelines

Basic indexing guidelines are instructions that apply to all projects. You can use these guidelines to
answer guestions that you have while indexing. At times, there will be exceptions to these basic rules
that will be noted in the field help and project instructions. Be sure to review the project instructions
before indexing a batch. You can refer to the field help as you index.

Type What You See
Most of the time you will enter what you see on the record. If there is an exception, it will be listed in
the field help and project instructions.

Interpreting Difficult Handwriting

Before you begin indexing a project, try to become familiar with the handwriting style used by the clerk.
This will help you to more correctly interpret names, dates, and places. To interpret handwriting that is
difficult to read, do the following:

e Compare how similar letters and numbers were written. If one or two letters are difficult to read,
look for the same letters in familiar words that can be read.

e Compare the pincipal’s name to the names of the father, mother, spouse, or other names in the
record.

e If an index exists for the record, check to see if it will help clarify the entry. Or compare the name to
supplementary documentation with the record, such as a certificate of correction.

e Use the Lookup list to see if a similar name is listed. Lookup lists may be helpful in clarifying names
and places. It is important to use the lists to help read the entry, but the list should not replace what
is actually on the record.

e If you still cannot read the handwriting, type as many letters as possible for each name. Use a
question mark (?) to replace one missing letter and an asterisk (*) for several missing letters.
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Indexing

Name Titles and Terms

Names are an important part of an index. As you index,

type actual names in the Given Name and Surname fields.

Do not type:

e Titles, such as Jr., Sr., Mrs., Sefior, Sefiora, Don, Dofia,
Captain, Dr., and so forth.

e Terms, such as not named, unknown, stillborn, twin,
infant, and so forth.

Review the project instructions. Some projects have a
Titles and Terms field for this information. Other projects
may specify that titles and terms are not included in the
index.

e {Years, montns or uaysy

FULL
3. NAME

_ tad il esteran,

(b) Social Sec

Corrected Information

On some records, a clerk may have corrected, crossed out,
or replaced information. Type the replacement data. If
information is crossed out and not replaced, then type the
crossed out data.

FULL
l)NAuv‘uuu. . (b) Social Security

No.
o F ls'.m&lﬂ o la(-mﬂﬂm

or wife__6. (c) Age of husband or wife if

[0tk dara of

Punctuation

Some punctuation is necessary, and some is not. If
punctuation, such as a hyphen (-) or apostrophe (%), is
normally part of a name, type it. If not, do not include it. If
there are quotes or parentheses around a name, index only
the name. Do not include the quote marks or the
parentheses. For example: William H O’Rourke or Rose
Chase-Hall

< A

o b tiaie)
Koo 2

R OR RACE |7. MARRIED, NEVER MARRIED, | 8.

¥ty ‘,,.7_--""'"""‘ ;"“ , . (Last)
) — ‘@ Dl A
| RACE | 7. MARRIED. MEVER MASRIED, | & DATE OF BimTW

Abbreviations

Sometimes names are abbreviated or a portion of their
letters are written raised above the rest of the name,
resembling a ditto mark. Type the abbreviation as it is
recorded on the document. Do not type a period at the end
of the abbreviated name. Do not guess what the
abbreviation stands for. For example: Benj | Conkle

e (Last) |
Conkle

b (Middle)

Place-Names

Each project will provide specific instructions on how to
type place-names. Generally, type only the name of the

place (for example, London, not “city of London”). Do not

99 ¢¢

include terms such as “county of,”” “county,” “resided in,”
“rural,” “of,” and so on. Do not type periods, commas,
parentheses, or semicolons between levels of localities.

TEUNEAU UF THE CENSUS
1 PLACE OF
County

f AT% O -
PR A 5 |
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Working with Images

Image Size B2 FamilySearch Indexing - F
File Edit WView Tools Help

_4—0% v|l*l 4

e To increase the image size, click * (Zoom in

button).
. . . - T 7| The Hwnter
e To decrease the image size, click (Zoom out 25% oty
IT% k
button). % ncraion
e Click the Zoom drop-down list, and select a oo r,__&
percentage size. 75%
100%
125% [

Highlights

To turn h|gh||ghts on, click the g (H|gh||ghter Pen dexing - US, Rhode Istand - 1905 State Census [Part 1]/004459472(68]

button). Note: Not all projects have highlights available. fe'” 4 LJ|;‘,‘H,gn,lgm Fenac o JI 0 ®a

—r e e ——— g

To adjust highlights, click the Highlight drop-down list, ()  Number of Fﬁmﬂ n|
and select an option. To adjust the highlights further: order °f visltation. = ;.-.l aE .
1. Click the View menu, and then click Adjust e e fne i oF
Highlights. -
2. Move the mouse over the document image until you L
see a yellow grid of highlights with a thin red border. =
e Move all the highlights at once by moving the
cursor over a yellow box until the four-pointed
arrow appears, and then click and drag the grid to

: arNumberotm .
~ —“o:dervfmmvhw"" B

| 8) Name inFULL (‘W-d-wmumﬂ-}m;,‘;% Gt

line up the highlights with the fields to index. e Bnename. . g Name and 1aitia
e To better match rows and columns, click and drag 1 ) SR e A R
the red squares on the corners and sides one at a e
time to Iine Up the hlghlights With the roWS and F‘mjectF‘referEnces‘D\Splav‘TextSlze Personal Infa | Language
COlumnS. Enable field auto completion
e To move a single yellow box or column of yellow 9 Enagis sound s
boxes, click and drag the black square on the S
[¥] Show Quality Checker Instructions
center of each yellow box. 1 Seld nighights
3. To return to data entry mode, click the View menu, Hignignt Color | o
and then click Adjust Highlights. rAnIene TrEnsgerEnsy .
Display background calor in fields marked far review instead of wavey underline
Mark Calor —
To change the highlight color or transparency, click the B TEEREE J
Tgols menu, click Options, and then click the Display
tab.
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Indexing

] Family5Search Indexing - Florida 1935 Census/004280110[58]

Ruler File Edit Wiew Tools Help

1. Click the View menu, and click Show Ruler. q (o) | ShowPreviousiext Image o &%

2. To move the ruler, click the ruler, and drag it to the -
position you want.

3. To move the image, click and drag the image to place
the image line you want in the ruler.

4. To change the ruler width, click and drag the edge of

the ruler.

v Show Ruler

Rotate Florida 1935 Census/004280110[58]
1. To rotate the image 90 degrees counterclockwise,
- U arn
click ™' (Rotate Left button). 'S |f| OlEs %
. . - "* F ' —— . | L

2. To rotate the image 90 degrees clockwise, click ws L - }

(Rotate Right button). : e A EE “{S’“ﬁ e

E I 2] 3| ™~ ig_

Show Previous or Next Image s s oee
You may need to see an image ‘e~ ud 4o mlra JEmT W E
previous to the one in your batch or e M" POPULATION Lahst

following the one in your batch to
include all the information for an
individual.

1. Click o (Show Previous or
Next Image button).

2. Enter only the information you
need. Do not index other
information.

3. When you are finished, click
(Show Previous or Next Image
button) again to return to viewing
just the image in your batch.

| nve rt dexing - Florida 1935 CénsudW286110[58]
To invert an image (to white writing on a black

Help

background), click ‘ (Invert button).
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Sharpen lySearch Indexing - Florida 1935 Census/004280110[5
1. Click the View menu, and click Sharpen. B e —— -
2. Click and drag the slider to select the amount of T =2 ‘ S % '
sharpening. P F
3. Click OK. r-",_
!-wuv‘vvﬁ' =
f e Highlig r b 3 | 7 = d
Zoom... . “Sharpen
z:g: g‘ut Sharpening Amount:
Rotate Left ) —
Rotate Right e s e Y :
o 0 25 50 75 100
Invert
Mirror [—Q_E—_] [m]
l Sharpen ... '
Brightness and Contrast Help
N o NU +» Al 0%
1. Click Q (Brightness and Contrast button). ?"" 4 L Aﬁ‘ =k
2. To darken the image, move the brightness slider to the | B Brightness/Contrast
left of zero. i
3. To lighten the image, move the brightness slider to [ Briontness: 1
the right of zero. I
4. To change the contrast, click and drag the slider. ([ B
5. When you are finished, click OK. g contras
: !
L Y""I""I""I""I
Q 1] 25 50 75 100
A [ a4 ] [ Cancel
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