General Facts 
Locations

Smallest to Largest – Town, County, State, Country, or village, District, Country.  
If you do not know the town or village, always use a comma (,) first.  You must keep what you do know in the correct position. Example:

Goodrich, Sheridan, North Dakota, United States

, Sheridan, North Dakota, United States

 , , North Dakota, United States

 , , , United States  
Do not abbreviate - if at all possible States, Countries, Providences, or other location indicating names need to be spelled out.  Not everyone will know what the different state abbreviations are or what Canadian Providence you mean.  This helps eliminate confusion.  Use the word county only in your master source list, or when there is a county with the same name as a town or city in that county.  We will talk about this in class.  
City, , State - When you don’t know the county.  Look it up on the World Wide Web and see if you can find out the County name.  Remember county lines have changed so make sure you have the county that it was when your family was living there.  Record locations as you find them.  Legacy Family Tree will let you know if a county was not created yet, which means you will need to go find what the county was at the time of the event you are adding.  A good program for this is Anti-Map. 
Common Abbreviations 

Abt - About - for births, deaths or marriages when not sure of date.  Not used as much today.  If you put just a year in your database, it is an about date.  You need to try to find the complete date. 
Aft – After - When you know the person was alive or dead after a certain fact. 
Bef - Before - when not sure of birth, death, or marriage dates but know it was before a given year or known fact. .
Bet – Between – when you have information that lets you know something is between one fact and another 

Ca - Circa – Can be used instead of about, after or before for birth, death or marriage dates.  

Est. – Estimate – When you are basing your date on little information but have something that lets you estimate use est. 
Cal – Calculated – when you do not have a date, but an age in years, months and dates you can calculate the date you are missing.  
Dates

List by Day Month Year - do not use numbers for months.  This can lead to the wrong interpretation of a date.  You can set within the programs different ways to display dates as you data enter and for printing of different reports. 
Months – Spell out or abbreviate to three letters.  Don’t use numbers.   
Surnames 

Capitalize first letter only?  That is the way Family Tree is set up for standardization. 
Females – listed by Maiden name.  
Use Full Names – Don’t use initials if full name is known.  
Nickname - If they used a nickname it is best to put it in the AKA location.  But if you want to list in the name location put quotation marks around it. It is best to list only legal names in the name location.  
Sr. or Jr.-  if used by ancestor place after full name.  Located in title box.  Otherwise use I, II, III, etc.  
Father and Son with same name - use I, II, etc. when same name is used by father and son to help you keep track of the generations if they didn’t use Sr. and Jr. If you have a Sr. who has a Jr., and then he has a Jr. he then becomes a Sr. which can lead to confusion.  
Sources 

Always cite your sources.  Do it as you go along.  Otherwise you will not remember were you got the information from and later will regret not having done it. Add the indexing for the sources to your research notes for things you find and make notes about what is right or wrong as well even if you make copies of the record.  This will help you keep track of what you have found.  If you look for a certain record and do not find it, then note in your research notes the date and what you found or did not find.  This will keep you from repeating over and over the same search.  
PAGE  
1

