Sourcing and how to use it 

When we do genealogy we need to keep track of each piece of information we collect and where we find it.  Your records need to be detailed enough so that another person in the future could find the same piece of information you found quickly and easily.   As you add individuals and families to your Family File you can either document the sources you used for that information as you go or you can return later and add the documentation.  Only when we put things of we tend to forget about where and when we found that information.  It is much easier to do it as you go then try to go back and do the documentation later.  

. 

Assigned Sources Form
When you click the Sources icon (the three books) from the family view or the Individual Information screen, the Assigned Sources window appears.  This shows all the sources that you have assigned to the various pieces of information for the current individual.  This includes an Unspecified source, which applies to the individual as a whole, and specific source assignments that have been made to each listed event for the individual.  Also included are any sources assigned to any marriages for the current person. 
 
As you scroll up and down any sources you have listed, the full information listed on them with its individual detail is displayed in the bottom half of the window.  The Output tab shows how the source will look when cited on a report. The next three tabs, Text/Comments, Repository, and Pictures show other information about the source.
 
You can filter the list to just show the events that have had a source attached to them by unchecking the Show All Events checkbox.  Checking the box returns the display showing all events.
There are two ways to add a source.  You can either go to the Master Source List and select an existing source or you can create a new one.  
Master Source List
The Master Source List shows all the sources being cited by any piece of information in your Family File.  If a source is referenced from more than one place, only one copy is recorded in the Master Source List and all references point to this one master copy.  Sources recorded in the Master Source List are general locations and do not contain specific page numbers or item numbers.  These are recorded in the Source Detail that is associated with each source citation.
The line showing in the Master Source List is the source name.  Lines with a small 
bullet at the beginning, are sources created in the SourceWriter system.  Lines 
without bullets are from the Basic citation system.
To select a particular source on your Master Source List, highlight the line and click Select, or double-click the line.  You are then prompted for the Detail information that applies to the current person.  This is usually the page number where the information was found within the source record.  It may also include an item number of a microfilm roll or a page and line number of a census record.  After filling in the Detail, (which can be left blank), you are returned to the Assigned Sources window with the citation in the proper place.
To add a new source:
 

1. Click Add a new source.  The Add a New Master Source window appears. 

2. Fill in the source definition.

3. Click Save.

Editing a Source Citation - Once in a while you might find that you need to change a master source entry because of a typing error or because of misinformation or to add additional information.  
To edit an existing source:
 

1. Highlight the source entry you want to change.

2. Click Edit.  The Define/Edit Source Listing window appears.  

3. Make the desired changes to the source definition.

4. Click Save.
Legacy informs you that you have changed a master source and asks if you would 
like to "1. Apply the changes to all references to the original Master Source" or
    "2. Create a new Master Source from the changes for this Event." 

Indicate your choice by clicking the corresponding button. Generally you will use 1. 
Removing a Source Citation - You can remove a source citation from any event for an individual in the list by placing the cursor on the source line you want to erase, and clicking Remove.
Other Options - Clicking Options brings up a shortcut menu where you can choose
 to:
 

Delete Master Source - Deletes the source from the master list if it is not
being used in the family file.

Tag/Exclude - Brings up the Tag/Exclude Option window where you can 
quickly set or clear all general source or report exclusion tags.

Change Surety Settings - Changes the Surety setting for all citations that 
use this master source.

Combine Duplicates - This option combines any sources that are identical

in every way.

Purge Unused Sources - This option removes any master sources that are 
not being cited from anywhere in the entire family file.

Import Lists - From here you can import various lists from other family files.
These include Locations, Surnames, Event Types, Temples, Marriage Status, 
Source Types, Child Status, Picture Locations and other Master Source Lists.

Print - Lets you print either a list of all the Master Sources or a Source 
Citation List that shows every individual and marriage that cites each source.

Zoom - Lets you vary the font size of the master source name list.

Options for Non-Sources - Only true source information belongs in the
Master Source List.  Oftentimes, when you receive information from other
         people, you find sources containing things that really belong in the Notes

         fields. 

This helpful feature automatically moves non-source entries into the notes 
for the individuals they belong to.  

 

1. From the Master Source List, tag all the non-source entries in the list 
        that you would like to have moved to the Notes fields.  (Make sure you 
        untag all entries before starting this process.  If you have a valid source 
        tagged somewhere in the list, it will be moved as well and there is no way 
        to automatically get them back later.) (In this step we are referring to 
        tagging the master sources in the Master Source List, not tagging people 
        with their individual tags) 

    2. Click Options and choose Options for Non-Sources from the shortcut 
         menu.

    3. Select where you would like to move the information.  This can either be 
        to the nearest specific note field such as Birth Notes, Death Notes or 
        Marriage Event Notes, or to the General or Marriage Notes.

    4. Click Apply to move the information.

 
 
Show List - To display a list of all the people who use a particular master source, highlight the source and click Show List.  Everyone who you have attached to that source will be listed.  
Creating a New Basic Source
Master Source List Title - Enter a name for the master source record.  This name will be used in the Master Source List whenever it is displayed.  The source name is generally an abbreviation of the source title.  For example, if you are working from a book called "Gilbert Radcliff Johnson of Wilderberry County, South Dakota and all Known Descendants Through 1945", you might want to name the source something like "G.R. Johnson Descendants."
 
Source Type - Specify the type of source the information is coming from.  Legacy starts with a pre-defined list including Bible, Book, Census/Tax, Church, Court, Interview, Journal, Land, Letter, Military, Newspaper, Periodical, Personal, Vital and Other.  You can select one of these by clicking the down arrow to the right of the text box and clicking on the desired type or by typing it manually. You can also add new types by simply typing them.
 
Author - Enter the person, agency or entity that created the source record.  In the case of a published source, this could include the author, compiler, editor or transcriber.  For an unpublished work, this may be an individual, a government agency, private or church organization, etc.
 
Source Title - In this field you should enter the full, actual title of the source document.  For published works, type the title as it is shown on the title page.  For articles in periodicals, type the name of the article.  For works that are unpublished and don't have a title, type a brief description of the source.
 
Title Formatting - Select the formatting you would like to use when printing the source title in a source citation on a report.  In most cases, a published source title is printed in italics; an unpublished source title is quotes.  You can also choose not to have formatting applied to the title when it is printed.
 
Publication Facts - Enter where and when the source record was created.  For a published work, this could include the city of publication, name of the publisher and year of publication.  New York, Millennia Publishing Co., 1967. For an unpublished source, it would include the date and place the record was created.  For example, the city and state where the writer of a letter resides, or the place of residence of a person making a pension declaration.
 

Source Assistant - Legacy can help you enter and format the publication facts for many of the source types you will be using.  To invoke the Source Assistant, click Assistant... to the right of the Publication Facts field. 

 
Recorded Date - This is the date you recorded the source citation.
 
File ID # - You can assign your own filing number if desired.  
 
File ID Assistant will help you figure out the next available file ID number, click the Assistant button 
 
Text of Source - A word-for-word copy of any description contained in the source.  Don't enter opinions about the source by you or the compiler.  This should only include "what the original record keeper said" as opposed to any interpretations.

 

Source Comments- You can record notes for each master source you enter.  This is a good way to document how you found a particular source and other interesting and important information about it.  To write a note, click on the Comments tab.

 

Repository - Record the name and address of the place where this source is stored.  It may be a cemetery, library, or archive.  It can even be the address of another person who has a copy of the document.

Click the Select button to get an existing master repository address, or click Add to add a new repository address. If a master source is registered with a repository, this button caption changes to Edit. You can click that button to edit the repository address. Click the C button to remove the reference to the repository.

Call Number - You can also record the Call Number for the source. The most common call number is the number used by libraries to tell where you can find the book. This number is usually based on the Dewey Decimal Classification System.
 
Pictures - Use the Pictures tab to attach graphic files to the source.  These may be scanned images such as birth certificates, obituaries, etc. or downloaded images of census records.  
 
Embedding Formatting Codes into the Notes - You can add formatting codes to your source text and comments so that portions print in bold, italics, underline and superscript.  These codes are used when printing reports, producing word processing files and Web pages.  
 
Clearing the Fields - If you want to clear all the source fields and start again, click Clear.
 
To save the source, click Save.
 
SourceWriter Master Source 
 
Version 7 of Legacy heralded the introduction of SourceWriter.  SourceWriter is a template driven sourcing system that makes it easy for you to select the correct input screen so that you enter all the pieces needed to correctly cite any source of information in the thousands of formats that exist for them.  The information you enter is correctly and precisely formatted to match the genealogy industry standards for source citations.
  
 
Choosing a Source Template
The first step is to select the proper source template that matches the source you are documenting.  A source template is made up of all the potential pieces of information that you should record about the source.  These include both the fields for the master source and the fields for the details of the citation.  Some sources require only a few bits of information and others require many.  
 
There are two different ways to find the source template that you want to use.  The first is by entering keywords to display the Source Template Index showing you all the templates that match your query.  From there, you select the template that matches the source you are entering.  The second method is to select the template by first selecting the general type of source and then choosing subcategories that refine the choice down further and further until you have the desired template that matches the source.  These two methods are described in detail below.
 
Selecting by Keyword(s) - Begin by entering one or more keywords into the field and then click the Search button.  This then displays the Source Template Index showing you all the templates that match your keywords.  For example, if you entered book authored, the Source Template Index would show you a list of about 100 templates.  These would be grouped into four sections; Audio book, Book, CD, and DVD.  It would be fairly straightforward to then select the actual book type that you are dealing with.  If you knew that you were citing a source from a basic printed book, you could have entered the keywords, book authored basic, the resulting index list would have only contained 12 templates.  As you use the Source Index more and more, you will get better and better at selecting the desired keywords that will make the template selection go more quickly. 

 

Filtering the Source Index List - There is an option at the bottom of the Source Template Index called, Filter the list when searching.  Selecting this option cause the list to only show the templates that match all of your keywords.  With the option unchecked, the list will include the entire index with the first template that matches your keywords highlighted.  You can then use F3 to jump from matching template to matching template down through the list.  (Shift-F3 jumps backwards up the list.)

 
Changing the Keywords - You can add or remove keywords from the search field at the top and then click the Search button to create a new list of matches.

 

Choosing the Template from the List - When you find the correct template, click on it to highlight it and then click the Go button.  (Or you can simply double-click the template line.)  You are then taken to the screen where you actually enter your source information into the template fields. 
Selecting a Template by Type- Selecting a template by type is a multi-step process.  Begin by selecting the desired type from the list box on the left.  When you have clicked on the type you want to select, you may be prompted for subcategory types to narrow the choice for the final template you should use. Some types require up to four subcategories, others don't require any.  As soon as you have answered the last prompt in the series, the Go to Step 2 button is enabled so that you can click it to continue on to the actual source template.  
 

Bookmarks - After you have cited many sources in your family file you may find that you are using one or more of the same templates on a regular basis.  For example many people cite a basic format authored book many times.  A certain type of cemetery record or federal census found online may also be a popular choice.  When you find a particular template that you are using over and over again, you can save a bookmark for it so that you can easily and quickly select it again in the future. 

 

To save a bookmark, first make all your type and subcategory selections until the Go to Step 2 is enabled.  But before you click it, click on the Create a bookmark for the selected source link at the bottom of the screen.  Legacy saves the template in the Bookmark List. 
To select and use one of your bookmarks, click on the desired bookmark to highlight it and then click the Go to Step 2 button to the right of the Bookmark List to continue on to the actual source template.   To delete a bookmark, highlight it and then click the Delete Bookmark link.
Filling in the Source Template - The second step to adding a new source using SourceWriter is to fill in the actual fields of the template for the master source.  

 

The name of the source template that you have selected is shown in the header.  In this example it is:  Census records > United States > Federal census records > 1920 population schedule > Online images.  It is a long name but it precisely identifies the template type and subcategories.  Many names are shorter, some are longer. Below the header is the actual template.  The first tab, Source Info, contains the fields that you will be filling in.  The other four tabs, Text, Repository, Multimedia, and Overrides are included so that you can add additional information about the source as well as pictures and other items of interest.

 

To the right of the input section is the Output Preview.  As you enter the information about the source, it is instantly processed and displayed in three different formats so that you can see how it will look when included on a report or book.  The Footnote/Endnote Citation output is used for the first occurrence of a footnote (at the bottom of each page where a source is cited) or endnote (at the end of each generation, chapter, or book) on a report.  The Subsequent Citation is used in the same places as the footnotes and endnotes but uses a condensed format that doesn't require as much room.  The Bibliography is printed at the end of a report and is a summary of all the master sources cited in the report and is shown in alphabetical order.

 
The Parts of the Source Info Tab
 
Field Examples - Most input fields have some kind of instruction or example in gray lettering centered in the field.  This text gives you a sense of what the field is for.  When you click in a field (or tab to it), the example text disappears so that you can enter your information.  Note:  The example text is also shown as a tool tip when the cursor is held over the field label so that you can remember what the example was when you are filling in the field.
 
Default Entries - Some fields have default entries.  In most cases, this is what should remain in the field.  You can replace it if needed.
 
Locked Fields - Some fields have default text and are locked so that you cannot change the contents.  They are actually part of the source citation output and are only shown so that you will know what part of the citation they are.
 
Scrolling - If there are more than ten input field, a scroll bar is shown allowing you to manually scroll up and down in the field list.  When you are entering information and tabbing down the list, it scrolls automatically for you.
 
 

Filling In the Source Template Fields
 

Source List Name - Enter a name for the master source record.  This name will be used in the Master Source List whenever it is displayed.  The source name is generally an abbreviation of the source title.  Descendants."
 

Template Fields - Tab from field to field and fill in the information you have about the source.  Locked fields with default text are skipped while tabbing.  When the cursor enters a field, the example text disappears.  (Again, you can see the example text as a tool tip when the cursor is held over the field label so that you can remember what the example was when you are filling in the field.)

 

Text Tab - Here you can record actual source text and comments about the source.  The text box can be a word-for-word copy of any description contained in the source.  Don't enter opinions about the source by you or the compiler.  

Embedding Formatting Codes into the Notes - You can add formatting codes
to your source text and comments so that portions print in bold, italics underline
and superscript.  These codes are used when printing reports, producing word 
processing files and Web pages.  

 
Repository Tab - Record the name and address of the place where this source is stored.  It may be a cemetery, library, or archive.  It can even be the address of another person who has a copy of the document.

 
Multimedia Tab - Used to attach graphic files and other files to the source.  These may be scanned images such as birth certificates, obituaries, sound files, etc.

 
Other Options
Below the tabbed sections of the template are two more fields and three options:

 

Recorded Date  
This is the date you recorded the source citation.

 
File ID #  
You can assign your own filing number if desired.  

 
Verified - This checkbox is used when you have verified the source information. 
 

Tag - Sources can be marked with a tag so that later you have the option to print only the tagged sources when doing a source report.

 

Exclude from reports - Select this option to exclude this source from the footnotes, endnotes, and bibliographies when printing reports or books.  Normally you will only want to print a few of your best and most reliable sources for each event on a report or book.  You might have a dozen or more sources for a person's name, for example, but it doesn't make sense to include all of them on a report.  The resulting footnotes end up very long and take too much space at the bottom of each page.

 

Other Options - In the header at the top of the screen there is an Options button.  From here you can set the Font size used for the Output Preview by using the Zoom option.  You can also save a bookmark for the current template so that you can easily use it in the future.  

 

Selecting a Different Template - If you are adding a new source (as opposed to editing an existing source) you can go back to Step 1 and select a different template if you wish by clicking the Click here to select a different source template link in the header section.

 

Saving the Source  - To save the source, click Save.  If you are adding a citation, you will be taken next to the Detail screen where you can enter addition information pertaining to the particular citation of the source that you are making.  This is usually a page number, item number, etc.

 
 
Recording the Details for either a Basic Source or a Source Writer Source 
 
The third step in adding a source citation is to fill in the detail information.  A particular master source of information may be an unlimited number of times within a Family File.  You might have found a book or bible that contains hundreds of family members.  The location of each piece of information for each individual should be recorded.  Rather than record the entire source description hundreds (or thousands) of times, taking up huge amounts of storage space, it is much more efficient to enter a general source description once, point to it in the master source list and record just the unique information for each piece's place within that source. 
 
The Source Detail window is where you enter information about a source that indicates where in a specific source the cited information was found.  Most source templates contain additional detail fields, that when filled in, are incorporated into the final output of the footnotes or endnotes.  
 
Detail Fields - Enter the requested information if you know it.  This is usually page numbers, volume numbers, item numbers of a microfilm rolls, line numbers, etc.
 
Surety Level - While specifying the source detail, you can also indicate the Surety Level of the information.  This number, from zero to four, shows how sure you are of the information.
 
0 indicates that you have not yet made up your mind about how convincing this source of information is.
1 indicates that there is a little evidence to support this fact but it is not too convincing.
2 indicates that this is probably a true fact.  You don't have any reason to doubt it but there is no other evidence that backs it up.
3 indicates that this is almost certainly a reliable source with factual information.
4 indicates that you are as sure as you can be about this piece of information.  There are multiple sources supporting this fact, or you know someone who was there, or you were there yourself.  You are convinced that it is true.
 
Recorded Date - This is the date you recorded the source citation.
 
File ID # - You can assign your own filing number to the citation if desired.
 
Detail Text Tab - Here you can record actual source text and comments about the source pertaining to this citation.  The text box can be a word-for-word copy of any description contained in the source.  Don't enter opinions about the source by you or the compiler.  This should only include "what the original record keeper said" as opposed to any interpretations.  The Comments box is used to record notes for each source citation you enter.  
 
Embedding Formatting Codes into the Notes - You can add formatting codes to your source text and comments so that portions print in bold, italics, underline and superscript.  These codes are used when printing reports, producing word processing files and Web pages.  
 
Multimedia Tab
 

Output Preview - To the right of the input section is the Output Preview.  As you enter the information about the source detail, it is instantly processed and displayed in three different formats so that you can see how it will look when included on a report or book.  The Footnote/Endnote Citation output is used for the first occurrence of a footnote (at the bottom of each page where a source is cited) or endnote (at the end of each generation, chapter, or book) on a report.  The Subsequent Citation is used in the same places as the footnotes and endnotes but uses a condensed format that doesn't require as much room.  The Bibliography is printed at the end of a report and is a summary of all the master sources cited in the report and is shown in alphabetical order.

 

Verified - This checkbox is used when you have verified the source detail information.  For example, if you receive information from another person, either through a GEDCOM import or by email or other means, you should verify that the source citations are true and accurate.  As you check each citation, you can mark Verified to indicate your confirmation of the source detail information.  (Master Sources also have a Verified checkbox for the same reason.)

 

Overrides Tab - You can override any of the automatically formatted output that SourceWriter produces. You can pre-fill each override (Footnote Citation, Subsequent Citation, or Bibliography) section by clicking on the button to its right. You can change the output to anything you want. To actually override the default output, you must also checkmark the option just below each section.

Note:  Both master sources and source detail citations can be overriden.  Any override to the footnote or subsequent citation formats for a detail citation takes precedence over an override to the master source.

Rearranging the Source Citations on an Individual’s Source List 
You can change the order of the source citations for a specific event by placing the cursor on the source line you want to move and then clicking the up or down arrow near the lower left corner of the list.
 
Tagging a Source - You can tag individual source lines in the Master Source List by either double-clicking in the Tag column of the desired source line or by clicking in the line to highlight it and then selecting the Tag checkbox in the lower left corner.  When a source line is tagged, an X appears in the Tag column.  The tags can be used to limit the included sources when printing a Source Citation Report.  You can also filter the Master Source List down to just show the tagged sources by selecting the Only Tagged checkbox under the Help button.

 

Excluding a Master Source from Reports - If you don't want a specific source to be included on a report, highlight the source name and then check the box at the bottom of the window entitled: Excl this Source from Reports.

 

Combining Sources - If you find that you have two sources in your master list that are really the same, you can combine two master sources into one.  To do this, first highlight the source you want to change by clicking on it and then click Map Highlighted Source to Another in List… at the bottom right.  Second, highlight the source you want to change it to by clicking on it and then click the button again, which now reads Highlight Destination Source, then Press this Button.  The first source will be removed and all citations to it will then point to the second source.

 

Searching for a Specific Source - If your list of master sources is extensive, you may find a need to search the list for a specific entry.  To do this:

 

1. Click in the Find box above the grid to place the insertion point there.

2. Type the text you want to find.  This should be the beginning of the Long Description of the source.  As you type, Legacy will display the closest matching line in the grid window
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