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Foreword

How to Start Your Genealogy Project

Get the Facts First

In compiling your genealogy, you are looking for information—names, dates, relationships and places. You
can be sure that you had a great-great grandmother, and that she was born and died on specific days. The
facts are out there. The challenge of genealogy lies in finding them.

There are literally hundreds of sources of genealogical information which can assist you in your
search, and the facts you discover can lead to exciting, and often unexpected revelations. Sometimes trivi
details mask profound events which are disclosed by persistent investigation.

Now Consider the Source

Genealogy engages you in a struggle between the need for uncompromising accuracy and the natural urg
for unrestrained imagination. Both imagination and accuracy are essential: without imagination, enthusiasn
wanes; without accuracy, the search flounders on false leads.

It helps to keep one distinction in mind while searching. There are at least two sides to everyone’s pe
sonality—a public and a private side. The private side encompasses life in the home—marriage, family, hol
bies, reflections, domestic concerns. The public side emerges outside, where everyone wears a slightly
different face and clothing. Sometimes records of the private and public sides of an ancestor may seem to
conflict. Together they represent a whole person.

When you cease to be an eye-witness to an event, you must rely heavily on the word of others. The
people on whose word you rely may not have been eye-witnesses either. The greater the distance betwee
you and the information you seek—whether the distance is measured in miles or generations—the greatet
the need to rely on the word of someone else. In each transfer of information lies the opportunity for misin-
terpretation—a typographical error, a conscious exaggeration, an inadvertent slip of the tongue. Always loo
for the possibility of error in any source. Many were never meant to be used for historical research.

Be aware of biases or what a person might want to gain by telling a story one way or another. When
you spend time interviewing relatives, you need to know what to believe and what not to believe. You are
asking a member of the family about another member of the family, living or dead. Consider the relationshig
between the two. Wishful thinking or resentment or a failure of memory could color the story. Sometimes
what is omitted can be of great significance. Family misunderstandings of a deeply-rooted nature can lead
the expulsion of an individual from living memory. The tenacity of a genealogical researcher can reestablist
the presence of these “black sheep” and restore them to the family tree.

Cross check with as many sources as possible. Some written records are more reliable than others, &
on the surface, this might not be easy to assess. Both public and private sources need to be carefully and c
ically evaluated. With written sources, it is important to ask the same questions you would with a living
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source. What were the authors’ motivations? What did they have to gain by writing this story? How did they
obtain the story in the first place?

In the case of public records—military records, court records, real estate documents—the person com-
piling them probably had no stake in the information contained therein. Accuracy may not have been the first
concern. Often, the same is true for local history books. Amateur circuit-riding historians would arrive in a
community and offer to write a local history. Some are accurate, others aren't. It is the wise and prudent
researcher who approaches public documents and historical accounts with a certain degree of caution.

A Note on the Slipperiness of Language

Whether listening to a story in person or consulting written texts, you are using a continually changing lan-
guage. A word that looks familiar may have a completely different meaning in a 200-year-old document.
Some words are no longer used. Others have acquired a new meaning. Great care must be exercised to avoid
misinterpretation.

Remember too, that your family name may have changed with prevailing spelling conventions. The
nameSmithmay have been spell&myth SmytheSmeethSmithsonor Smithington Ancestors may have
changed their names to avoid persecution. Quite frequently, the keepers of early church records took liberties
with spellings, and there was no one to argue with the only literate person within miles.

Start With Yourself

Compiling your genealogy begins with you. Sit down and list what you know about yourself: name, date of
birth, names of parents, your place of residence, the important events of your life. Then see what you know
about your ancestry. Seek every last bit of information about where you have come from and who has pre-
ceded you.

To make sure from the outset that nothing is lost, write everything down. Write it all down. You don’t
know when you may need it again. Note the source of your information so that if you need to go back to
check a fact, you can re-evaluate its source.

Home Sources

Once you have exhausted the supply of the most readily available information, there will still be holes in the
pedigree chart and family group sheets. There are two directions to pursue at this point, and it doesn’t matter
which you choose first. You can look for evidence of ancestors in written records and also in the memories of
living relatives. Shuttle back and forth between the written and the oral, seeking the most—and most accu-
rate—information available.

The list of possible sources at home is endless. Look for family histories, family bibles, journals, dia-
ries, letters, yearbooks and scrapbooks. Other sources include legal and financial papers, photographs, and
even household items.
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Conducting an Interview

After picking your brain for facts and searching your home and the homes of others looking for written
sources of information, you have an opportunity to sit down and talk with people about the past. In this mos
rewarding part of the genealogical search, you can find out directly from relatives what their life has been
like and how other people have figured in it.

You are looking for the fiveVs—Who, What, Where, When and Why—but you can come back with
far more. Find out names, dates, places and relationships, and then probe. What familial traditions have di
appeared over the years? What do members of the family talk about when they gather for reunions? Be
patient and resist any temptation to dispute or pass judgment upon anything said.

To record your conversation, take notes or use a tape recorder. Tape is preferable as long as your int
viewee doesn'’t object, but take along a notebook to record non-verbal messages that may not show up on't
tape.

Moving Out With the Search

The resources to draw upon next are official records in libraries, archives and repositories scattered throuc
out the world. Start with your public library. There you will find genealogy reference books, directories and
guides, information about local genealogical and historical societies and other research assistance.

The largest collections of genealogical data are found in libraries maintained by The Church of Jesus
Christ of Latter-day Saints (LDS Church). While the Family History Library in Salt Lake City, Utah, is the
largest, check your telephone directory for a local branch.

Enjoy Your Genealogical Pursuit

Start with the known and seek the unknown. The methods of the genealogical search are much like that of
any search. First, you define exactly what you want to know, then you design a plan for locating the informe
tion. You search, return with data, and then assess whether it is accurate. Once verified, it can fit into the
framework of what you already know and inspire new searches.

You are looking for as much information about your family as you can find, in as many places as you
can find it. In the process, you'll encounter pitfalls and dead-ends, but care and accuracy will decrease the
number of detours. Sometimes picking a path through the past may sound like traipsing through a berry
patch. That is in fact exactly what it is: a sticky search with steady rewards along the way.
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Section 1:

Introduction

Welcome to Ultimate Family Tree™ and the exciting world of genealogy. Genealogy is the pursuit of knowl-
edge about our past. It's a way to look at our families in order to better understand ourselves. With Ultimate
Family Tree, you can view the past in ways never dreamed possible by your ancestors.

Ultimate Family Tree’s easy-to-use data entry screens, Instant Web Page Publisher, spell checker, ar
online capabilities are firsts for any genealogy software. Using Ultimate Family Tree, you can document
events in each individual’s life by drawing from a library of almost 200 predefined events or by creating your
own. Fundamental information for each person is entered through Ultimate Family Tree’s powerful Individ-
ual Record window.

The online functions provided by Ultimate Family Tree are its most exciting feature. It's possible to
connect directly to the program’s exclusive Web site and converse with research experts, download useful
genealogical information, and upload your own family history Web page.

Soon you will be entering your own information and creating beautiful journals of loved family
members.

Help is Always at your Fingertips

Ultimate Family Tree provides the following help:
« TheUltimate Family Tree User’s Guide

* The Ultimate Family Tree Web Siketp://www.uftree.com
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* Online Help—an online reference guide that includes context sensitive help, extensive cross referenc-
ing, troubleshooting assistance, a guide to error messages, answers to frequently asked questions, and
a glossary.

» Technical support
If you have questions about any aspects of the program, follow these steps:

1. Check the Table of Contents and the Index ofJtienate Family Tree User’s Guider the subject
with which you need help, or from the Help menu, choose Help or Help Topics.

2. See “Troubleshooting” in the Sectiom®@d online help for answers to common problems.

3. Contact Ultimate Family Tree Technical Support:

* FAX 812-829-1020

* Mall 743 E. Franklin Street, Suite B, Spencer, Indiana 47460
* CompuServe GO GENSUP

* Internet (email) pifamily@palladiumnet.com

» Telephone 812-829-4405 (8 AM—10 PM CST, M—F)

If you call for technical support, please call while you're at your computer. Technical support is
offered for questions or problems using Ultimate Family Tree. For questions on using your computer, con-
sult theMacintosh User’s Guider contact Apple at (800) SOS-APPL.

Getting Ready to Install

System Requirements

Ultimate Family Tree is a Macintosh program designed for System 7.0.1 or higher, 68040 or PowerMac,
8 MB RAM (16 MB strongly recommended for better performance), 22 MB free hard disk space (plus 5 MB
per thousand names, and an additional 11 MB if installing AT&T Worf#iNext color monitor, and a dou-
ble-speed CD-ROM drive. A modem (9600 bps minimum; 14.4 kbps or greater recommended) and Internet
access are required to use the Go Online feature.

A word processor is also required. Ultimate Family Tree prepares charts and reports to be displayed
and printed with any word processor capable of importing Rich Text Format (RTF) files. Microsoft Word is
recommended. Box charts are sent directly to your printer.

Note If you have less than 16 MB of physical RAM you must turn on Virtual Memory to run Ulti-
mate Family TreeUsing Virtual Memory will significantly slow the performance of your Macintosh

If AppleScript™ and AppleScriptLib™ are not found, they will be installed (these system exten-
sions are required to run Ultimate Family Tree, and must be enabled by rebooting).
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Make Sure You Have Everything You Need
Your Ultimate Family Tree package should include:

« Ultimate Family Tree User’s Guide

* Registration card

e On-Line Guide

o AT&T WorldNet Guide

« Ultimate Family Tree CD-ROM

Customer Registration

Fill out and mail the enclosed registration card immediately. This card qualifies you to receive free technica
support and notification of upgrades.

Installing Ultimate Family Tree

To install Ultimate Family Tree as a new program, follow these steps:
1. Insert the Ultimate Family Tree CD-ROM.
2. Double-click the Ultimate Family Tree Install icon.

3. A warning will appear if you have less than 16 MB of RAM, and you will be prompted to continue or
quit (if you have more than 16 MB of RAM you will not see this warning). It is possible to complete
the installation with less than 16 MB of RAM, but the product will suffer performance problems.

4. The Ultimate Family Tree start-up logo appears. Click Continue.

5. The README bhox appears. The README file contains late-breaking information regarding the
product that could not be included in the manual. You have the option to read, print, or save the
README file to disk. Make your choice and then click Continue.

6. Atthe SETUP window, click Install if you have never installed the program before. This will install all
of the Ultimate Family Tree Deluxe software.

7. When all products have been installed, you will be prompted to restart your Macintosh.

On-Line Guide

After you have installed Ultimate Family Tree you must run the Browser Setup program to enable the on-
line functionality of the program. Refer to the instructions in the enclosed On-Line Guide to configure your
browser for use with the Palladium Interactive Members Only Web Site. Double-click the Browser Setup
Icon and follow the on-screen instructions.
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Reinstalling Ultimate Family Tree

1.
2.
3.

9.

Insert the Ultimate Family Tree CD-ROM.
Double-click the Ultimate Family Tree Install icon.

A warning will appear if you have less than 16 MB of RAM, and you will be prompted to continue or
quit (if you have more than 16 MB of RAM you will not see this warning). It is possible to complete
the installation with less than 16 MB of RAM, but the product will suffer performance problems.

The Ultimate Family Tree start-up logo appears. Click Continue.

The README box appears. The README file contains late-breaking information regarding the
product that could not be included in the manual. You have the option to read, print, or save the
README file to disk. Make your choice and then click Continue.

. On the upper left corner of the SETUP window, locate the box labelled Easy Install. Click the down

arrow and choose Custom Install. To remove Ultimate Family Tree from your hard disk, choose
Remove.

. Select the product or files you want to install: Application Files, Browser Setup, Extensions, Image

Files, Records Requester, Family Album Maker, Social Security Death Index, Gazeteer.

. Select Application Files to reinstall the application files only.

Warning If you select Library Files, any existing library files will be overwritten and result in data
loss.

Follow steps 4—7 in “Installing Ultimate Family Tree” to complete the reinstallation.

Installing a Browser after Ultimate Family Tree Has Been Installed

1.

P WD

© N o O

Insert the Ultimate Family Tree CD-ROM.
Double-click the Browser Setup icon in the Ultimate Family Tree folder.
Click Next.

SeleciNo, please install one for m&he AT&T WorldNef“ Service Software including Netscape
Navigator™ Internet Browser installation program opens.

Click Continue.
Read the disclaimer and click Continue.
Choose Easy Install and select the folder where you want to install the Browser.

Click Install.
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Starting Ultimate Family Tree

Before starting Ultimate Family Tree you should be familiar with your Macintosh and have Ultimate Family

Tree installed on your computer.
To start Ultimate Family Tree, follow these steps:

1. Open the Ultimate Family Tree folder.

[m] Uitimats Family Tris Faldsy 1]
o Ay T4 BHE ik T2 2 HE avelably
Double-click to start I i
Ultimate Family Tree — | ﬂ E Lad L
IMBarngin Paraly Trag CharPgpr Brcrapgr Bahm
T — T —
(o (& (& (& (&
HTFL by Ly ol Sl T;
BE

Figure 1-1: Ultimate Family Tree Folder

2. Double-click the Ultimate Family Tree icon. If you are starting Ultimate Family Tree for the first time,
the Ultimate Family Tree splash screen appears, followed by the Welcome window with a message

stating that Ultimate Family Tree did not find an open project.

BN ames

Welcome G Uitssate Family Treel

Uttimaris Taawily Tres ol rad fird as spen Prajeck Posicas

RRTIIE] vt tas woalwet Frow i
.m Dy o irting L irarks Farvily Tres rapal, &

m Lasres URIrnids Frd iy Tres

Figure 1-2: Welcome Window

3. You are offered the following options:
« New— Begin a new project from scratch
« Open— Open an existing Ultimate Family Tree project

e Quit— Leave Ultimate Family Tree
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Ultimate Family Tree Desktop Display

Ultimate Family Tree provides two styles for desktop display: custom graphics and Macintosh colors. Using
Macintosh colors establishes desktop and window colors from the Color control panel. (If your monitor is
set to 16 colors, Macintosh Colors are used by default.)

Individual Aecord

wame Poseph Patrok Aeonedy R i Open Miscellaneous,
e o ] s [ w— Medica, and Mecta
Faiher rFqlrn:i w T
Mathar a1y Saaig Wikey! |:|
Everila Dk Placu I L=
Ll D [t rner &_1 b Go to top of event list
brisaning [eptambar 3, 18208
T S ta TTh Move up one event
il I : Move down one event
ik Heepbar 12 1 5EG =umura Fard, HA .
[ Ln-mh- =0, 1R racklira, Horfalk Lo, HA i Go to bottom of event list
[ Tram thogats Priceraa i A
wJdlE a1l =Ty Landie JFad i
Pegarssry fFanmdys sMurgmral L fConmdy s
| Esthimn Eanemigd

Figure 1-3: Individual Record with Custom Graphics Desktop Display

Individual Aecoid

Moamm Josephi Patvak FEsiaedys A - |
P T S e B S
N TR £l vent., |
 ETrTein o|_twidence |
Evumiz Date Mace TE/, Click to edit event evidence
0 TGS i 3 1 6e ThA T [N /
Taptamar 12, 12068 T Berer, Satillh Co Pk {
T TR PRLIE i1t BulTuie s, FUA m
L o il ¢, 131 sk dh Sl s Dh, P A m
T ‘l.‘ﬂrlll' 18 1945 I'|.l1'r:| sard, Hh ) © m
1 Hesrpbar 50 1 REG Sr=klirm, Herfalk Ca, H& \ Click to edit event text
=|5] | Find.. |

Sibliregz

Al CREN S =Iarg Lardis 7 Fa i
Fegaresry fFanmdys sMarpmral L fConmdgs
Kethiman /anedgyd

Ferse|_Individual | Spowse | Chid | Sibling | Event...

Figure 1-4: Ultimate Family Tree with Macintosh Colors Desktop Display
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Using the custom graphics display can reduce the performance of the program. If you suspect that
Ultimate Family Tree is running more slowly than it should, refer to page 163 for instructions on how to
switch to the Macintosh colors mode. Choose the option for Ultimate Family Tree according to your per-
sonal preference and system performance.

Note The illustrations in thi&suidewere made using the Macintosh Colors option.

Creating a New Project
To start a new project in Ultimate Family Tree, follow these steps:

1. In the Welcome window or from the File menu, choose New. A New File window opens.

weita File

Sari raret 1l b, than OF m
TR st 1|

Figure 1-5: New File Window

2. Inthe Type list, select Ultimate Family Tree and click OK.

Path to file I" EPlnim:H. - | [=1""]
1
File list =t
| | mew 7]
Specily s Mew Project Mame; [ Comse |
Type project name " Save file

Figure 1-6: New Project Name Window

3. In the Specify a New Project Name field, enter a name for the new project.

4. Select the folder for the new project. Typically, it's called Projects. The current folder name appears
above the file list.

Note Do not save to a floppy disk. Be sure you have sufficient disk space on the hard drive before
starting a new project. You need at least 2.5 MB of free disk space for every 1,000 individuals.
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5.
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Click Save. The project has now been created and the Project Information window is displayed.
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Figure 1-7: Project Information Window

Note To open the Project Information window at any time, choose Project Info from the File menu.
Enter a short description of the project, such as a family name, on the Description line.

Enter the name of the principal researcher for this project in the Researcher field. This field is optional,
but you can have the researcher’s name appear in the footer on printed reports by typing a name here
and checking the Preparer box in the Page Setup window. See the note below.

Enter the address of the researcher. This information can be included in the footer with the preparer’s
name, if you want. You might include “Prepared by:” before the name to have the footer of your
reports printed in this way.

Note To print the relationship of the preparer to the husband and wife on Family Group reports when
Preparer Info is checked, enter the Researcher’s record number in the Researcher # field. For a new
project, enter an Individual Record for the preparer and then return here by choosing Project Info from
the File menu.

Key Families is a list of surnames in the project arranged in the order of frequency of occurrence. Ulti-
mate Family Tree keeps track of the number of times each surname is encountered and displays it to
the right of the name. This field is blank for a new project. Click the Update button to update the Key
Families surname list. When new individuals have been entered into Ultimate Family Tree, choose
Update to get a new count of the surnames.

The Comments field displays the source of the data used in this project, including import method, date,
and time. Enter general information about the project in this box.

Click OK to close the window and save changes. The Individual Record window appears and you're
ready to begin.
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Opening an Existing Project
To open an existing project, follow these steps:

1. Choose Open from the File menu.

Open File =—7g
Select a file type from the -
1list, then Open
-

Figure 1-8: Open File Window

2. In the File Type list, select Ultimate Family Tree and click Open.

Project Name:

Path to file = Sampl vI — Gig

# KENNEDY.PRO

I ANl Files

Figure 1-9: Open File Window

3. Select the folder for the existing project. Select the Sample folder if you want to open the Kennedy
sample project, or the Projects folder if you've already converted or saved a project that you'd like to

open.
4. Select the project you want to open.
5. Click Open. The Individual Record window appears and is ready to accept information about an indi-
vidual.
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Getting Familiar with Ultimate Family Tree

You can use your mouse or keyboard to execute most commands in Ultimate Family Tree menus and win-
dows. To use the mouse, position the pointer over a desired option and press the mouse button. If a selection
is required, double-click the mouse button. To use the keyboard, press the appropriate shortcut key.

Menu Bar

The menu bar contains a list of words extending across the main window. It provides easy access to all
aspects of the program.

[& File Edit Build 6o Uiew Search Reports Utilities Online Help Online help

Figure 1-10: Menu Bar

To view a menu, point on the menu name, hold down the mouse button, move the pointer to highlight your
choice, and release the mouse button. At certain times during operation of the program, some menu selec-
tions are not available and appear grayed out. At other times, a different set of menu items will appear,
depending on your activity in Ultimate Family Tree.

The menu items access a wide range of functions. For a description of each menu item, use Online
Help by choosing Help from the Help menu.

Shortcut Keys

Several of the keyboard keys help you enter data more efficiently, find people, and access context-sensitive
help.

Shortcut keys are a combination of $8e  (Command) key with a letter key. These specialized key-
strokes facilitate many essential tasks, such as copy, paste, and help.

Here are some helpful and frequently used shortcuts:

* 8-A — Select All

* 38-B — Spell Check

* 3$-C — Copy

* 38-D — Delete Record

o ¥-F — Find Text

* #-G — Find Text Again

* 3-1 — Project Information

* ¥-L — Locate (Find) Individual
o 88-P — Print
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e 38-Q — Quit
* #-R — Redo
* $-S — Save
* 38-V — Paste
e 3¥-X —Cut
* $8-Z—Undo
e 38-/— Help

See the back of thdltimate Family Tree User’s Guider a handy list of shortcut keys.

Reserved Characters

The following characters are reserved for special use by Ultimate Family Tree and must be considered whe
entering data:

* /| — The forward slash is used to mark surnames. Do not use the forward slash character in names
except to mark the beginning and end of the surname.

* #— The number sign is used in role sentence codes. Do not use the number sign in name, event dete
place, or date fields.

» {} — Braces are used to mark a title in a person’s name. Can be used in other fields, subject to the
restrictions under Rich Text Format listed in the next section, “Rich Text Format Printing.”

Rich Text Format Printing

Rich Text Format (RTF) is a data exchange format developed by Microsoft to allow formatted text to be
moved from one application to another. Fonts, underlining, index information, footnotes, and most other for
mat instructions are preserved. For more information on RTF and printing in Ultimate Family Tree, see
Section 5. Please be aware of the following special characters:

* \— The backslash is used for control codes in RTF files. Do not use the backslash character in Ulti-
mate Family Tree.

* {} — The braces are used for control codes in RTF files. Do not use the left or right brace character
except to mark a title in a name.

Ultimate Family Tree and WindowShade

The Apple system extension WindowShade is incompatible with Ultimate Family Tree. WindowShade
allows you to roll up an open window into its title bar by double-clicking the window'’s title bar. Using Win-
dowShade in Ultimate Family Tree may cause screen redraw problems. Howevenat eolirupt your

data or cause Ultimate Family Tree to crash.
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Quick Start Tutorial

The Quick Start Tutorial is designed to help you learn how to perform the following tasks:
O Add a new individual

Add parents

Create a birth event

Create a marriage event and add a spouse

Create other events such as a graduation

Create a divorce or an engagement event

Move around the Individual Record window

Add evidence and text

Add a child

Add a sibling

I I I I A B A

View a family in a Family Tree (Pedigree) window
O View an individual

For additional hints and tips, see “Did You Know?” on page 20.

Creating an Individual Record

All information about an individual is entered in the Individual Record window. This is a simple, fill-in-the-
blanks screen where an individual’'s name, sex, parents, spouse, children, siblings, and life events are
entered, as well as any text and footnotes for that person.

Other windows are for medical information and miscellaneous information such as nationality, lan-
guages, aliases, and social security number. A media window is used to attach images to the individual
record.

In the following exercise, you'll add a new individual and parents, as well as create birth and marriage
events.

Creating a New Record for Yourself

1. If this is a new project, the Individual Record window displays record number 1. If not, clicklithe
vidual button at the bottom of the Individual Record window to create a new record with the next available
record number.

2. In the Name field, type your full name given at birth. Ultimate Family Tree automatically marks the
surname with slash (/) characters when you move the cursor to the next field or click a button.

Note See Section 2, page 27 for more information on entering names which include titles.
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Figure 1-11: Individual Record Window

3. Set the sex of the individual by selecting Female, Male, or Unknown from the pop-up menu.
4. Choose No, Yes, or Unknown from the Living pop-up menu.

Note Press Tab and Shift-Tab or use the mouse to move from field to field in the Individual Record
window.

Adding Parents
1. Put the cursor in the Father field and type the name of your father.

2. Press Tab to move to the Mother field and type the name of your mother. If either parent is already in
the project, type the first name of the parent in the appropriate field and click the Find button next to
the Spouse field. A list of everyone with that name will appear in the Candidate Individual window.
Select the correct individual and click OK.

If you enter a full name in the Father, Mother, or Spouse field for an individual that has already been
entered into Ultimate Family Tree, a message appears when the window is being saved stating that the na
has already been entered. If it is a different person, click New. If the person has already been entered, higl
light the person’s name and click List to link that individual. If you want to make changes, click Cancel to
return to the Individual Record window. To edit the parents’ records, click the associated button to the right
of the parent’s name—clidka to edit the father’s record &fo to edit the mother’s record.

If a marriage record is not found for the parents, a message appears when saving, “The marriage eve
for the parents of ... has not been recorded. Do you wish to add a marriage event now?” Click Yes to create
marriage, No to save the record without creating a marriage, or Cancel to return to the Individual Record
window without saving.
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Creating a Birth Event
1. Move the cursor to the Birth event date field.

2. Type your birth date using any format you want. See Section 8, page 164 for information on setting
date preferences.

3. Press Tab to move to the Place field and type the place of birth.

Note You can select an event name and click the numbered button to the left of the event name to
open the Events window where you can enter more detailed information. See page 28 for more infor-
mation on the Events window.

Creating a Marriage Event and Adding a Spouse

1. If your spouse is not yet in the project, click the Spouse button at the bottom of the window to create a
new Individual Record along with a marriage record. If a marriage event has not yet been created for
your parents, you are given the option to add one now.

2. A new Individual Record opens. Type the name of your spouse in the Name field.

3. Move the cursor to the date field of the newly created marriage event and type the date on which the
marriage took place.

4. Press Tab to move to the Place field and type the location of the marriage.

5. Click theSbutton to the right of the spouse’s name field to return to your Individual Record. (For addi-
tional information, see “Creating a New Marriage Event” on page 33.)

Note Use the transport buttons to the right of the Events list to move up or down the list. An individ-
ual can have a virtually unlimited number of events recorded for his or her life. Next to the Place field
in the Events list are two columns of status boxes for Event Text and Event Evideice. the sta-

tus box indicates text, evidence, or both are present.

Creating Other Events
1. Click the Event button at the bottom of the window to add a new event. The Events window opens.

2. Select any event from the list. To view the entire list of events, use the scroll bar or type the first letter
of the event you want.

3. With the event highlighted, type the free-form date in the Date field. The structured and sort date fields
are automatically calculated and entered when you select another field in the Events window.

4. Move the cursor to the Place field and type the place name where the event occurred.

5. When certain events are created, an event detail line becomes available. For example, in the case of
graduation, the detail is the institution or school from which your subject graduated. Type the detail
information in the event detail line and press Return. The marriage and divorce events activate the
Spouse field where you can enter the name of the other individual linked to this event.
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Figure 1-12: Events Window

6. Click OK to return to the Individual Record window.

These events use the Event Detalil field:

Event Detail

burial cemetery
graduation and education events institution or school
resides street address
resided street address
employment occupation
emigration point of origin
immigration destination
baptism religion

LDS events temple code

Adding Evidence, Text, and Other Information

1. Select the Birth event you created for yourself and click the Text status box to open a window where
you can type free-form notes about this event. Up to 65,000 characters of text can be entered here.

Type a few words and click OK to save the data and close the text windosiows that text is

present for this event.

2. Click the Event Evidence status box to open a window where you can enter evidence to support the

event, such as a birth certificate. (See page 39 for information about entering sources.)
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3.

Click the Text and Evidence buttons on the Individual Record window to type notes about an individ-
ual (up to 65,000 characters) and attach evidence about that individual. The Individual Text and Indi-
vidual Evidence buttons work the same way as the Event Text and Event Evidence status boxes.

4. Click the More button to open an Individual More window and then click Miscellaneous to open the
Miscellaneous Individual Information window. Record miscellaneous information about yourself.
Type your Social Security number in the last field and click OK to close the window.

——— NI o Open Miscellaneous Individual
0 [Miscellaneous... Information window
] Medical... Open Medical History window
] Media... Open Media Link window
Figure 1-13: Individual More Window

5. Click the More button, and then click Medical to open the Medical History window in which you can
enter physical details and medical conditions. Click a medical condition to open a second window
where you can type up to 65,000 characters of information about that condition. Click OK and return
to the original Medical History window. Type your weight, height, and hair and eye color in the Phys-
ical characteristics group. Click OK.

6. Click the More button, and then click Media to open the Media Link window where you can attach and
display image files linked to an individual. (See Section 7 for additional information about adding and
linking media.)

7. Click Cancel to close the Media Link window and return to the Individual Record window.

Adding a Child

The Children field lists all children of the selected individual.

1.

Add a child by clicking the Child button at the bottom of your Individual Record window.

Tty st et o sssctodli— oo e st
Canced
Mone I

Figure 1-14: Parent Selection Window
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2. In the parent selection window, choose the name of the other parent and click Selected. A new Indivic
ual Record window opens with the child’s surname already entered and the parent’s names in the

Mother and Father fields.

Note If the correct parent is not listed in the parent selection window, click None. A new Individual
Record window opens. Enter the correct parent (if known) in the Father or Mother field.

3. Type your child’s given name before the surname in the name field and complete the rest of the infor
mation. (For additional information on editing children, see “Changing Parents” on page 21.)

Adding a Sibling
The Siblings window lists all siblings of the subject, including half-siblings.

1. From a child’s Individual Record window click the Sibling button at the bottom of the window to add
a brother or sister. A new Individual Record window opens for your child’s brother or sister with the
sibling’s surname already entered, along with your name and your spouse’s name in the parent fields

2. Complete the sibling’s name field and the rest of the Individual Record.

Note To use the Sibling button on the Individual Record, you must have entered a parent. If you do
not know the parents for a group of siblings, enter a name for the father or mother in one of the parer
fields. For example, for an individual namémhn Smithyou could enter a father or mother named
Unknown /Smith/or (-----) /Smith/ See “Adding Parents” on page 27 for more information.

You have just entered three generations of individuals in your project and familiarized yourself with
the Individual Record window. Now you can view your data.

Viewing Ancestors in the Family Tree (Pedigree) Window

1. From the View menu, choose Family Tree to open the Family Tree window, which is also known as a
Pedigree chart.

2. To locate an individual, choose Locate from the Search menu og&ress -L to open the Find Individua
window. Type the number 1 and press Return (or click Find) to find your name. Click OK.

The Family Tree window opens with your name in the focus position with generation 1 displayed
beneath it. You can view up to five generations of a family at once. Your children are listed at the top
left and, if you have entered any of your siblings, they are listed at the bottom left. A plus (+) sign to
the left of a name in the Child or Sibling window means that this person has descendants.

The generation number changes depending on the generation of the focus person in relation to tt
original starting person displayed at the upper left of the Family Tree window.

3. Double-click your name in the upper-left corner of the window to bring yourself back to the focus
position. Click Close to close the window.
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Figure 1-15: Family Tree (Pedigree) Window

Viewing a Family Group
1. From the View menu, choose Family Group. The husband and his parents (if known) are displayed at
the top, the wife and her parents are displayed in the center, and their children appear at the bottom of
the window.
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Figure 1-16: Family Group Window
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3.

To change the focus of the window, click the Parents button to move your parents into the Husband

and Wife fields. Select a child in the Child list box and click the Child button to change the focus to
that child.

Select your name and click Close to close the window.

Viewing an Individual Summary

1.

From the View menu, choose Individual Summary to view all the information recorded about yourself.
This window can be sized smaller or larger for ease of reading.
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Figure 1-17: Individual Summary Window

Note Some event details are displayed twice when viewing an Individual Summary. Because the
Individual Summary shows a summary of all the information entered for an event, it displays the text
that will be printed in the report as well as the basic data entered in the detail field. What you see as
duplicate detail on the computer screen will not print in your report.

Scroll through the text to review the information you entered.
Close the window by clicking the Close box or by pressing Escape.

If you have entered data for your family during this tutorial session, you can now add to it. If you

would like to delete this tutorial project and start anew, follow the steps in the next section.
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Deleting a Project

1. Choose Delete Project from the File menu. A warning window opens with this message, “ARE YOU
SURE? ### records will be PERMANENTLY deleted if you choose OK.”

!s ARE YOU SURE?
248 records ¥ill be PERMANENTLY

deleted if you choose DK.

I[ Cancel ]I [ 0K ]

Figure 1-18: Delete Project Warning

2. Click OK.

3. Another window appears with this message, “ARE YOU SURE? This project will be PERMA-
NENTLY erased if you choose OK.” Click OK.

Did You Know?

There are some important features and short cuts built into Ultimate Family Tree designed to make entering
your data easy. Read through this section for a description of some of these features. See “Frequently Asked
Questions” in the Appendix for answers to common questions.

Go Menu

The Go menu has two functions. It gives you the ability to move through lists and to quickly return to
recently edited records. Choose Top to move to the first person in the project. Choose Bottom to move to the
last person. Choose Up List or Down List to move to the next person in the list. The person’s position in the
list is determined by the order in which you last selected and viewed an individual list. If the last list you
opened resulted from a search, the focus will change to those individuals in the search list.

Up to ten individual names are displayed in the Go List. Each time you open an Individual Record, the
name of that individual is moved to the top of the list. From the Go menu, choose any name in the list to
return to that individual’s record.
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Changing Parents

In the course of your research, you may find that you have the wrong parent(s) attached to a child’s record
To change a parent for a person, follow these steps:

1. From the Build menu, choose Individual Record.

2. To find the individual whose parent(s) you want to change, click the main Name field, and click the
Find button to the right of the Spouse field.

Scroll through the list by pressing the first letter of the given name of the person you want to find.
Select the name and click OK.
Highlight the entire name of the parent you want to change.

Press the Delete key on the keyboard.

N o o M ow

Choose Save from the File menu to save this record.

Note If you attempt to change the parent before saving the record, you'll get a message stating wha
the person’s name was and what it is now. You are asked if this is the same person or a new individua
To avoid confusion, save the record after deleting the wrong parent and before entering the correct pe
ent name.

8. Enter the correct parent by following the steps on page 27.

The New Spouse Button

To enter a new spouse for an individual, choose the New Spouse button. This button automatically creates
new marriage event. An Individual Record window opens allowing you to enter the name and other informa
tion for the new spouse. You can return to the first spouse by clickigptiteon to the right of the name on

the Spouse field or by selecting the name from the Go menu. The marriage information can be entered in
either record.

If the spouse is already in the project, choose New Event rather than New Spouse. Select Marriage
from the list and type the first part of the given name in the Spouse field. Click Find to open the Candidate
Individuals list with individuals whose names begin with the letters you typed in the list. Select the name anc
click OK. If you type the complete name instead of choosing Find, a message appears when you save the
record asking if the person is an existing person from the list. If so, click List. If it is a new person, click
New.

Changing a Spouse in a Marriage Event

In the course of your research, you may find that you have the wrong spouse attached to a marriage recor
To change a spouse, follow these steps:

1. Open the Individual Record for the person who is correctly connected to the marriage event.

2. Click the numbered button to the left of the marriage event you want to edit. This will open the Events
window.
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3. Highlight the name in the Spouse field and press the Delete key on your keyboard to remove the
spouse.

4. Click Save from the File menu.

5. Type the spouse’s name in the Spouse field. If the spouse is already in your project, enter a partial
name (or simply highlightunknown} and click the Find button to open the Candidate Individuals list.
Highlight the name and click OK.

Note If you enter a full name in the Spouse field for an individual that has already been entered in
Ultimate Family Tree, a message appears when the Individual Record is being saved stating that this
name has already been entered. If it is a different person, click New. If the person has already been
entered, highlight the person’s name and click List to link that individual. If you want to make
changes, click Cancel to return to the Individual Record window.

Text and Evidence Status Boxes

Event text and evidence can be added in the Events window or in the Individual Record window. Two col-
umns to the right of the Event Place field in the Individual Record window contain Text and Evidence status
boxes. Click the Text or Evidence status box to open the associated windéun &re status box indicates
that data is present.

Click the numbered button next to an event name to open the Events window where you can choose
the Text or Evidence button to enter additional information.

Using Undo

If you click the New Individual, New Spouse, New Child, or New Sibling button and decide not to create the
new record, choose Undo from the Edit menu to delete the record and return to the previous record.

Note Undo is not available if the record has been saved. As you enter information, the record is
saved automatically. To delete a saved record, from the File menu, choose Delete Record.

Date Preferences

You can specify the date format for the free-form date field. Set your preference to have dates display and
print exactly as you've entered them or set a date format default such as 12 JUL 1943.

From the Utilities menu, choose Desktop Preferences, and then Miscellaneous from the submenu.
Scroll through the date options and select the format you want. If you select any option other than “As
entered,” modifiers will be converted to full words in the free-form date field, susBTt® about Dates
entered before selecting a date preference are unchanged.

Graphics Display

Ultimate Family Tree provides two styles for desktop display, custom graphics and Macintosh Desktop Col-
ors. The custom graphics mode can reduce the performance of the program. If you suspect that Ultimate
Family Tree is running more slowly than it should, switch to the Macintosh Colors mode.
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From the Utilities menu, choose Desktop Preferences and then Miscellaneous from the submenu.
Choose Use Macintosh Desktop Colors to change to Macintosh colors. Restart Ultimate Family Tree to
complete the change.

When you open certain windows while in the graphics mode, the message, “Picture colors may be
incorrect. Do you wish to use Macintosh Colors?” may appear. Choose No to ignore the message and ope
the window. Choose Yes to change the desktop display to Macintosh Colors. Exit and then restart Ultimate
Family Tree to change to Macintosh colors. This message will appear if your graphics monitor is set to 25€
colors. If your monitor is set to 16 colors, the Macintosh Colors are used.

Editing Place Names

If you want to edit or combine place names, create a new Individual Record for a temporary person. Selec
“an unknown location” on the birth event field and click the Find button. A list of all places in the Place
Library is displayed. Scroll through the list to find place records you want to edit. Highlight a place name
and click OK. Edit the place name and choose Save from the File menu @&8press -S. A message appears
stating that the place name has been changed. Click OK to save the spelling change. Because the Place
Library is common to all projects, changing the spelling will change it globally throughout the open project
and all other projects.

To edit another place, highlight the place name in the Individual Record and press the Delete key.
Choose Save from the File menu and then click the Find button to reopen the Place List. Select another pla
from the list.

Note See page 161 for information on combining duplicate place names.

When you have finished editing place names, choose Delete Record from the File menu to delete thi
temporary record from the project.

Finding Individuals

There are several ways to find new subjects for the Individual Record window besides using the Find Indi-
vidual window.

 Put the cursor in the main name field in the Individual Record window and click the Find button to the
right of the spouse field to open a list of all individuals in the project. The list is alphabetical by given
name. Press any letter on the keyboard to move to the given names in the list which start with that le
ter. Select a name and click OK to edit that person’s record.

* To choose a name from the Individual List, from the View menu, choose Individual List, then By Sur-
name from the submenu. Scroll through the list and double-click a name to open the Individual Recorc
for that person.

* From the Go menu, choose any name to move to that person’s Individual Record. Up to ten of the las
individuals edited are displayed in the Go list.

Note See page 76 for information on using the Find Individual window.
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Using Existing Records for Parent and Spouse Fields

If you enter a full name in either the parents or the Spouse fields for an individual that has already been
entered into Ultimate Family Tree, a message appears when the window is being saved stating that this name
has already been entered. If it is a different person, click New. If the person has already been entered, high-
light the person’s name and click List to link that individual. If you want to make changes, click Cancel to
return to the Individual Record window.



Section 2:

Entering Information

If you completed the Quick Start Tutorial, you know that information about an individual is entered in the
Individual Record window. This is a simple, fill-in-the-blanks screen where an individual's name, sex, par-
ents, spouse, children, siblings, and events are entered, as well as any text and footnotes for that person.

The Individual Record window also provides an easy way to navigate through your family from par-
ents to children or children to parents. Because of its importance, the Individual Record window is always ot
the desktop.

Additional windows are provided for medical information and miscellaneous information such as
nationality, languages, aliases, and social security number. A media window can be opened for attaching
images.

In this section you will learn how to:

Enter an individual’'s name, sex, parents, spouse, children, and siblings

Enter events and places for an individual

Enter evidence to support your information

Record family stories and anecdotes

Enter miscellaneous information such as aliases, religion, nationality, and more
Enter addresses for creating Mail Labels

Enter medical information about an individual

A I A

Display pictures connected to a person or a family

25
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O Create a Marriage Record
O Delete a person’s record, an event, and a place
O Create or edit a source and footnote

For hints and tips, see “Did You Know?” on page 20.

Creating an Individual Record

Follow these steps to create an Individual Record:

1. If you are in another window, choose Individual Record from the Build menu. You can also use one of
the following methods:

« Select the Individual Record window by clicking on it (if it is displayed behind an open window).
« Double-click a name in a View list.
« Select a name from the Go menu.

2. Click the Individual button at the bottom of the Individual Record window to create a new record with
the next available record number. (If you do not want to save this new record, choose Undo from the
Edit menu. You will be returned to the last selected individual.)

Individusl Aecord Click_ to open misc.,
medical, and
H I T —r i media windows
Fl___rore.. 1 . .
Sexruw _ ¥| Leegija  ¥| fRecard] . EETEE Click to edit or add
Enter event date Watien [P oo e ¢ Ernbentn text about individual
— r[Far R S ety TRy 7| Ewvidence..
Ewmia Date Pace TE N Click to edit or
1 e L T T T [T m add evidence for
[SepbaremT 12, 1262 ast Bowion, Sutolk Co, Fi individual
. — dulk 1, 1914 wlnd Ml WRTROE L, MW m
Enter event location ey T 1512 Etles. Tt 13 0 m
Hespbar 12 1G85 =umira Fard, Hb
Heewrp b 37 1929 Er:—:lllﬂ Herfalk Ca, HA m
Spouan | Jmars Frriats etrperan ! =i | Find,., |
‘tibbrige
+JTE T, FE =T Lard i S FA D
Pegaresry o Kan sy sMurgmral L /Conmdgd
Esthimrn / Vo ned gy

Few| Individual | Spowse | chid | Sisimg || Event.. |

| | | | |
Add new Add new Add new Add new Add new
individual spouse child sibling event

Figure 2-1: Individual Record Window
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3. With the cursor in the Name field, type the person’s complete name. The name can include given
names, surname, and title in any order. Ultimate Family Tree marks the last name entered as the surnar
by enclosing it within slash (/) characters. If you enter names in a different order, you can manually
enter the slash (/) characters. If a name is longer than 52 characters, enter a shortened version here ¢
enter a name of up to 65,000 characters in the Long Name text box opened from the Miscellaneous
Individual Information window. See page 46.

Note Mark a title by enclosing it with braces { } to distinguish it from a surname, for exadugia,
/Smith/ {Jr.}or Jane /Smith/, {Ph.D.JThe slashes and curly braces do not appear on printed reports.
To remove them from the displayed names in Ultimate Family Tree windows except the Individual
Record window, check the Hide Slashes box in the Name Format window (see page 165). Use only
one set of slash characters in the name field.

4. Next, set the sex of the individual by selecting Female, Male, or Unknown from the pop-up menu.

5. At the Living field, select No, Yes, or Unknown from the pop-up-menu to indicate whether the individ-
ual is still living. If a death event is entered, this field is automatically set to No when you save the
record. This field is optional.

A record number is automatically assigned when a new record is created. You can also choose your
own record number (any number between 1 and 9999999). Ultimate Family Tree checks to make sure this
number is not already in use before accepting it.

Adding Parents

1. Move the cursor to the Father field and type the father’'s name. If the father is already in the project,
type the first few letters of his name (or simply highlightknown} and click the Find button. From
the Candidate Individuals list, select the correct individual and click OK.

Note The Candidate Individuals list shows individuals in alphabetical order by first name. The birth
and death years (if known) and the record number for the selected individual are displayed at the bot
tom of the window. For two or more individuals with identical names, check the record number and
birth and death dates to be sure you have selected the correct person.

2. Press Tab to move to the Mother field, and repeat the above step.

To edit a parent’s record, click the Fa or Mo button to the right of that parent’s name.

If you enter a full name in the parent field for an individual that has already been entered into Ultimate
Family Tree, a message appears when the window is being saved stating that this name has already been
entered. If it is a different person, click New. If the person has already been entered, highlight the person’s
name and click List to link that individual. If you want to make changes, click Cancel to return to the Indi-
vidual Record window.

If a marriage record is not found for the parents, a message appears when saving: “The marriage eve
for the parents of ... has not been recorded. Do you wish to add a marriage event now?” Click Yes to create
marriage, No to save the record without creating a a marriage, or Cancel to return to the Individual Record
without saving.
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Changing Parents

In the course of your research, you may find that you have the wrong parent(s) attached to a child’s record.

To change a parent for a person, follow these steps:
1. From the Build menu, choose Individual Record if the Individual Record window is not already open.

2. To find the individual whose parent(s) you want to change, click the main Name field, and click the
Find button to the right of the Spouse field.

Scroll through the list by pressing the first letter of the given name of the person you want to find.
Select the name and click OK.
Highlight the entire name of the parent you want to change.

Press the Delete key on the keyboard.

N o o M ow

Choose Save from the File menu to save this record.

Note If you attempt to change the parent before saving the record, you'll get a message stating what
the person’s name was and what it is now. You are asked if this is the same person or a new individual.
To avoid confusion, save the record after deleting the wrong parent and before entering the correct par-

ent name.

8. Enter the correct parent by following the steps above for adding parents.

Adding Events

Events are added from the Individual Record window.

1. Click the Event button at the bottom of the window, or click the numbered button to the left of a
“none” Event field. An Events window opens. Events are listed alphabetically, with the most common
events capitalized so they appear first in the list.
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Figure 2-2: Events Window
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2. Highlight an event name to select it.

Ultimate Family Tree provides many event types, including ethnic and religious events, from which to
choose. The definition of the event and the person’s role are displayed. Click the Source button to display tf
source for a selected event type. Create a new event type by clicking New. (See page 32.) You can delete
selected event type by highlighting it and clicking the Delete button in the Event box. Basic event types sucl
as Birth, Marriage, Death, and Burial cannot be deleted. Clicking the Restore button restores previously
deleted event types. The information in the role field changes as you scroll through the events.

To delete an event (or unlink it from the individual), open the Events window for the event and click
the Delete button under the OK and Cancel buttons on the right.

Dates
Dates associated with events are entered in the events window:
1. Enter a free-form date in the Free-form Date field.
2. Move to another field, and confirm the results in the Structured Date and Sort Date fields.

Note When you move to any other field after entering a free-form date, the Structured and Sort Date
fields are automatically calculated and entered. If you enter only the year in the Free-form Date or
Structured Date fields, Ultimate Family Tree sets the sort date to July 1 of that year. If you enter only
the month and year, the sort date uses the 15th as the day. The sort date does not print in reports.

Dates can also be entered directly in the Date field in the Individual Record window. Dates entered
here are free-form dates. The converted sort and structured dates can be viewed and edited by accessing
Events window.

A variety of date types can be entered:

« Free-Form Date— The Free-form Date field permits the date of an event to be entered exactly as it
was found in the original source. This field will accept partial or incomplete dates, date modifiers, and
date ranges in any order.

When typing a free-form date, do not use the number sign (#) in the date field because the numbe
sign is used internally in Ultimate Family Tree sentence codes. See Section 8, page 164 for informa-
tion on setting date preferences.

 Structured Date— Ultimate Family Tree converts the date you enter in the Free-form Date field into
several components: a date modifier such as BEF (before), AFT (after), CA (Circa); the day; the montt
(three-letter abbreviation such as JAN); and the year. This converted date appears in the Structured
Date field and the Sort Date field. The structured date is used in reports, such as the Pedigree, wher
space is limited.

< Sort Date— The sort date, used by the program to establish the order of events, doesn't appear in
reports. Use the sort date to order events where you don’t know the dates but you do know the order
for example, the birth order of children.

If you do not know a date for an event such as a birth, but you do know the birth order of some-
one’s children, you can enter an approximate date for the individuals in the Sort Date field. It is impor-
tant to note that the order of events will be proper, but no dates will appear for this event in reports
because only a sort date has been entered. Enter a full date (MM/DD/YYYY) in the Sort Date field.
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You can edit the structured and sort dates created by Ultimate Family Tree without affecting the
free-form date you've entered. However, revising and then exiting a free-form date field resets the
structured and sort dates. Dates entered as text (thirteenth) instead of numbers (13) are not converted
to the Structured Date or Sort Date fields. In this case, you must manually enter the day in the Struc-
tured Date field. It is then reflected in the Sort Date field.

Unusual Dates— Because the free-form date field accepts any variation of a date, you can handle sit-
uations that would otherwise be impossible. For example, you can enter Quaker or Jewish dates. You
can also record dates that are normally outside the range of Ultimate Family Tree. Dates must fall between
the limits of 100 AD to 3000 AD to be properly sorted. You can, however, record BC dates, or dates
following any other calendar system, in the free-form date field. If you want to record BC dates, estab-
lish the order of events by using a fictitious year in the sort date field that is within the normal limits of
100 AD to 3000 AD. If you choose the year 100 for BC dates, 365 separate BC dates can be entered
and ordered properly by assigning each BC date to a unique sort date (for example, 01/01/0100
through 12/31/0100). Using this technique, the order of events occurring before the year 100 can be
established.

Double Dates— If you encounter dates prior to 1752, double years such as 1725/26 might be listed.
This double dating results from an alteration to the calendar. In 1582 it was found that the Julian calen-
dar, which had begun with Julius Caesar, was inaccurate by 11 minutes and 14 seconds a year according
to the cycle of the sun and moon. In 1582 Pope Gregory XllI corrected the discrepancy. The calendar
lost ten days as the Pope decreed that October 4 would be followed by October 15.

Countries accepted the new Gregorian calendar at different times, and England and the American
colonies did not do so until 1752. By then the discrepancy between the Julian and Gregorian calendars
was 11 days. This difference was compounded by the celebration of two New Year’s days by England
and its colonies. The government celebrated New Year’'s on March 25, and the masses celebrated the
holiday on January 1. Depending upon which calendar you used and when you celebrated New Year’s
Day, there would be a difference in dating. To satisfy both conventions—until 1752 when the January
New Year’s celebration was made official-double dates sometimes were recorded.

You can enter the double date year in the Free-form date field. The double date will print on text
reports, such as the Genealogy report. The Structured date will display the second year in the double
date and will print on structured reports such as the Family Group Report.

Adding a Place

To enter a place for an event, move to the place field, type the first few letters of the place, and click the Find
button if the place you want is already in your project. If the place is not already in your project, type the
entire place name.

Although up to 60 characters can be typed for a place name, a place name of that length will not dis-

play entirely in the place field unless you scroll to the right. Long place names will be abbreviated in struc-
tured reports where space is limited, such as the Family Tree (Pedigree) and Family Group reports. However,
the entire place name will print in text reports such as Family Journal (Genealogy), Text Descendant and
Ahnentafel reports.

Note The number sign (#) is used in Ultimate Family Tree role sentence codes. Do not use the num-
ber sign in Ultimate Family Tree place fields.
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Removing a Place from an Event
1. To remove a place from an event, highlight the entire place name.
2. Press the Delete key on your keyboard, or type a new place name.

3. If you type a new place name, you'll get a message when saving the record stating what the event
place was and what it is now. You are asked if these places are the same. If you are just changing the
spelling of the name, click Yes. If you want to create a new place, or use the existing place, click No.

Editing a Place Name

1. To change the spelling of a place name, highlight the place name in the place name field in the Indivic
ual Record or Events window and type the correct place name.

2. Choose Save from the File menu or pgss -S to save the spelling change.

3. A window opens stating what the event place was and what it is now. Click Yes to change the name.
(For additional information, see page 23.)

Event Details

You can add important details to some events.

Event Detail

burial cemetery
graduation and education events institution or school
resides street address
resided street address
employment occupation
emigration point of origin
immigration destination
baptism religion

LDS events temple code

When you choose one of these events from the Event Choice list, the Event Detail line, directly below
the Place field, becomes available. Type the detail, such as the name of the cemetery for the burial event,
this field. Use up to 32 characters.

Do not use the number sign (#) in Ultimate Family Tree event detail fields as it is used internally in
creating role sentences. Instead, use No., Number, etc. to indicate a building or apartment number.
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Deleting Event Types

Deleting Event Types from the list allows you to shorten the list to include only those event types that you
use on a regular basis. Basic event types such as Birth, Marriage, Death, and Burial cannot be deleted.

1. Click the Event button at the bottom of the Individual Record window.
2. Highlight the event type in the Event Choices list.
3. Click the Delete button in the Event box.

Note Deleting an event from the list does not affect events you have already entered. If you want to
restore all event types, click Restore.

4. Click Cancel to return to the Individual Record without creating a new event for the individual.

Creating a New Event Type
1. To create a new event type, click the Event button at the bottom of the Individual Record.
2. Click New under Event Choices in the Events window.

3. Inthe New Event Type window, type the name for an event, the name or abbreviations that you want to
appear on reports, and the role that the individual plays in this new event.

SlI=——— New Event Type

— Event Names -m
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Event | Enter role for event
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— Verh

First name l:’ place date.
Type verb(s) for your event

Figure 2-3: New Event Type Window

Type abbreviations to
be used on reports

Create a sentence

4. Add a GEDCOM tag for the event and the role. Use any name you want, usually four or five uppercase
characters, that will be used if you transfer this data via GEDCOM. If the name you choose for an
event tag is already in use as a GEDCOM tag, you cannot use it. Try another.

Note You can create your own event and role tags for export when Event GEDCOM is selected.
When creating your own tags, start the GEDCOM tag with an underline character, for example,
_MEMSER for an event called Memorial Service. The GEDCOM tag should be somewhat descriptive
of the event or role. See page 145 for more information about GEDCOM.
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Complete the sentence in the Verb deixst name place datléyou are creating a memorial
service event, for instance, enter the wavds memorializedn the blank field in the Verb box. The
role sentence might then rellickey was memorialized in Windsor, California, May 1, 1996

. Complete all fields in the window.

Marriages

You can create a marriage by clicking the Spouse button at the bottom of the Individual Record window, or
by clicking Event. In both cases, a marriage event is added.

When you click the Spouse button, a new Individual Record opens where you enter the new spouse.

you click the Event button, the Events window opens where you can choose Marriage from the Events list.
In this case, a spouse field appears. The Spouse field is used for engagement, prenuptial agreement, mar
riage, domestic partnership, annulment, separation, and divorce events. The label for the Spouse field
depends on the event and the sex of the individual whose record you're entering.

Some of the spouse titles include:

Fianceeor Fiancéfor engagement and premarriage events

Bride or Groomfor marriage events

Divorceeor Divorcéfor divorce events

Husbandor Wife for LDS sealing of spouse, Get (Jewish religious divorce), and separation events
Partnerlor Partner2for a domestic partnership event

Man or Womarnfor an annulment

Novio or Noviafor diligencias matrimoniales, matrimonio and velacién (Hispanic marriage events)

Creating a New Marriage Record

Follow these steps to create a new marriage event if the spouse has already been entered in the Project:

1.

Click the Event button at the bottom of the Individual Record window to open the Event window.

2. Select Marriage from the Event list.
3.
4

. Move the cursor to the place field and enter a place name. If the place has already been entered in t

Enter the free-form date.

project, type a partial place name (or simply highlight an unknown location), and click the Find button
to open the Candidate Places list. Highlight the place name you want to enter for the event and click
OK.

Type the spouse’s name in the Spouse field. If the spouse is already in your project, enter a partial
name (or simply highlightunknown}, and click the Find button to open the Candidate Individuals
list. Highlight the name and click OK.
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Note If you enter a full name in the Spouse field for an individual that has already been entered in
Ultimate Family Tree, a message appears when the Individual Record is being saved stating that this
name has already been entered. If it is a different person, choose New. If the person has already been
entered, highlight the person’s name and click List to link that individual. If you want to make

changes, click Cancel to return to the Individual Record window.

Changing a Spouse in a Marriage Event

In the course of your research, you may find that you have the wrong spouse attached to a marriage record.
To change a spouse, follow these steps:

1.

2.

Open the Individual Record for the person who is correctly connected to the marriage event.

Click the numbered button to the left of the marriage event you want to edit. This will open the Events
window.

Highlight the name in the Spouse field and press the Delete key on your keyboard to remove the
spouse.

Click Save from the File menu.

5. Type the correct spouse’s name in the Spouse field. If the spouse is already in your project, enter a par-

tial name (or simply highlightunknown} and click the Find button to open the Candidate Individuals
list. Highlight the name and click OK.

Note If you enter a full name in the Spouse field for an individual that has already been entered in
Ultimate Family Tree, a message appears when the Individual Record is being saved stating that this
name has already been entered. If it is a different person, click New. If the person has already been
entered, highlight the person’s name and click List to link that individual. If you want to make
changes, click Cancel to return to the Individual Record window.

Adding Text for an Individual or Event

You can add text for every individual and event. To add text for an individual, click the Text button in the
upper right corner of the Individual Record window. To enter text for a specific event, click the Event Text
status box to the right of the event. Alternatively, you can click the numbered button to the left of the event
name to open the Events window and then click the Text button. Enter up to 65,000 characters in any free-
form text field. Many reports can include individual and event text.

Choose one of the three types of event text:
Text or Biographicallext— Prints in the body of free-form reports.

Footnote— Prints selected text as a footnote in reports. The selected text is displayed in the Text win-
dow, but will print only as a footnote.

» Research Notes- Records information about past, ongoing, or future research on this event or indi-

vidual.
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Figure 2-4: Event Text Edit Window

You may format selected portions of text in reports using the Font Style Format buttons: Underline,
Bold, and Italics. Highlight the text and then click a format button. See “Text Formatting,” below, for more
information.

Do not use the following characters in text because of conflicts with the Rich Text Format (RTF) feature

* \ — Backslash character.

« {}— Left or right curly brace character except to mark a title in a name.

International Characters

To create diacritical marks such as acute accents and umlauts, you must use a special key combination. F
example, type letters with acute accents, first press Option-E then release these keys and type the letter y
want to appear with an accent. For umlauts, first press Option-U then the character you want. (ae-your
intosh User’s Guiddéor more information on other international characters.)

Text Formatting

Use the font style options to instruct Ultimate Family Tree how to display and print the text in reports. After
familiarizing yourself with the formatting codes available, you can use the font style buttons or you can type
the codes in the text windows. Formatting codes are displayed in text windows but are not printed in report
Automatic word wrap occurs at the end of lines unless the Enter key is used to end a line. Blank lines
are preserved in Ultimate Family Tree reports. Press the Space Bar once at the beginning of a new paragra
to indent the first line.
The formatting codes appear around the selected text:

« [BO:This text is bold.:BO] This text is bold.
* [UL:This text is underlined.:UL] This e is underlined.
 [IT:This text is italicized.:IT] This text is italicized
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How to Select Text

You can use the mouse or the keyboard to select text. To use the mouse:

1. Position the mouse cursor over the first character to be selected.

2. Press the mouse button and hold it while dragging the mouse across the text to be selected.

3. Release the mouse button.

To use the keyboard:

1. Position the cursor to the left of the first character to be selected.

2. Press and hold the Shift key. Press the Right Arrow key repeatedly until the text is selected.
3. Release the Shift key.

Note Double-click text to select entire words. Triple-click to select entire lines of text.

Checking Spelling

The Spell Check feature includes a dictionary of 140,000 words and 10,000 proper names. You can check
spelling in Edit Text windows and all text data fields.

1. To check spelling in an editable window, click the Spell button, choose Spell Check from the Edit
menu, or presi -B.

2. If Spell Check does not find a misspelled word, the Spell Check window does not open. When Spell
Check finds a word that is not included in its dictionary, the word is highlighted and displayed in the
Word In Context box. Highlighted words are shown in lowercase letters but are saved as shown in the
Replace With Word field.
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3. Alist of closely matched words is displayed in the Possible Spellings box. If the word you want to use
is in the list, select the correct word and click Replace.

4. To edit the misspelled word, click Edit. After editing, click Replace.
5. To stop checking spelling and return to the Edit window, click Done.
The following is a list of buttons in the Spell Check window:
« Add— Adds the word to the dictionary.
* Done— Ends the spelling check.
« Edit— Allows you to edit the misspelled word.
« Ignore— Ignores the current misspelled word.

« Ignore All— Ignores the current misspelled word and continues to check spelling. This word is
ignored during the rest of the spelling check.

» Look-Up— Checks the spelling of the current text in the Replace With Word field.

* Replace— Replaces the misspelled word with the current text in the Replace With Word field.
* Replace All— Replaces all occurrences of the misspelled word.

« Suggest Words- Updates the Possible Spellings list box with more suggested words.

* Undo— Reverses the last Replace or Replace All command.

Importing External Text

You can import external ASCII text (up to 65,000 characters) into any Ultimate Family Treénoiy.
The text should not contain any control codes, such as those found in word processor files.

1. Open any Ultimate Family Tree text window by clicking the appropriate Text button.

2. Click Import.
. Select Teut File:
Verify folder
= 6ig
& kee00039.tut
kee00056.txt
Select fi & ker00001. txt Desktop
elect file kerl]l]l]22.tut .........................................
ker00113.txt
s
] All Files

Figure 2-6: Open Dialog Box
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10.

Change to the folder that contains the text you want to import.

Highlight the file and click Open.

From the Edit menu, choose Select All (or highlight the selected text).

From the Edit menu, choose Copy.

Close the external text file by clicking the Close box (or pressing the Escape key).
Position the cursor in the Text window where you want to insert the text.

From the Edit menu, choose Paste.

Click OK to close the window and save changes.

Exporting Text

To transfer text to an external text file, use the clipboard. The following method describes how to create an
external text file and copy text from any Ultimate Family Tree text window to this file:

1.

© © N o g bk~ w DN

e
N B O

Open any text window in Ultimate Family Tree.

Select the text you want to export. (See page 36 for instructions on selecting text.)
From the Edit menu choose Copy (or pgéss -C).

Click OK to close the Text Edit window.

From the File menu, choose New.

Select Text from the Type list.

Click OK.

Enter the file name in the File Name field.

Select the folder in which you want to place the text file.

Click Save to open the new external text file.

. From the Edit menu choose Paste (or [3&ss -V).

. Click the Close box to close the file. The file is automatically saved.

Evidence

The Evidence window, accessed from the Individual Record and Events windows, provides tools to enter
and organize evidence used as proof for information contained in a Ultimate Family Tree project. Evidence
can include formal source citations and free-form notes.
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Figure 2-7: Evidence Window

Source Record

The same sources can be used many times in a genealogical project. The source, once entered, is stored
the Source Library. Often, however, additional information, such as a page number, is unique in specific ev
dence. A source that might require additional text makes the Text button available. The additional informa-
tion must be entered as text. The purpose for this text, originally established by the source type, is shown i
the Edit Text window.

A source can be entered into the Source Library either before you add it to an Evidence window or
while you are in the Evidence window. Follow these steps to create a source from the Build menu:

1. From the Build menu, choose Source Record.

2. Click New.

List of source types
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Figure 2-8: New Source Type Window
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. Select a template from the 47 templates provided in the Source Types list. The Source Type Help box

at the right side of the window provides a description of the template you select. Click OK.

Type Abbreviation 1 and 2 names for the type of source you're entering. Abbreviation 1 is used to iden-
tify the source in lists. Enter a unique Abbreviation 1 so that the source is easily identifiable in lists. If you
must create a duplicate Abbreviation 1, be aware of it when you add sources to evidence windows.

. Choose the first component (by double-clicking the component, or highlighting it and pressing

Return), and enter the information about that component in the Component Contents box. Do not add
ending punctuation because it is added automatically when the report is printed. Do not add ending
punctuation, except for with the Free-form Text source type.

Repeat step 5 for the remaining component lines.

. After completing the components, click Preview to see how your source will look when it’s printed.

Look for source components that are incomplete or that need further editing. Make any corrections in
the associated Source Component field.

. Click Close to close the Preview window.

. Click OK to save the source and to close the Source Record window, or click New to create another

new source.

Adding Evidence

To enter Evidence for an Individual, click the Evidence button in the Individual Record window. To enter
evidence for an event, click the Evidence status box on the appropriate event line or click the numbered but-
ton to the left of the event name and click the Evidence button in the Events window.

You can create new structured or free-form sources. Existing sources can be also be accessed by click-

ing the Find/Add Structured Source button. Clicking the Footnote button creates a footnote from the source
information you have entered. Click the Edit Source button in the Evidence window to make editing changes
to an existing source.

To add an existing source to the Evidence window, click the Structured button in the Find/Add Source

group in the Evidence window. The Add Evidence window opens.
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Figure 2-9: Add Evidence Window
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1. Scroll through the list of sources to find the correct source, select it, and click OK. The selected sourc
is displayed in the Sources Type list in the Evidence window.

2. Click Text in the Edit group (if available) to open the Edit Text window, and then enter the appropriate
data, such as the specific page number you want to cite for this proof.

Note Do not type ending punctuation because it is added automatically when the reports are printec
3. Click OK to close the Edit Text window and return to the Evidence window.
4. Repeat the previous procedure to add additional sources of evidence for proof.

5. Click the Footnote button to create a footnote.

Creating a New Source from the Evidence Window
Sources can also be entered into the Source Library directly through the Evidence window:

1. From the Evidence window, click the Structured button in the Add New Source group to create a new
source and add it to the Evidence window.
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Figure 2-10: New Source’s Type Window

2. In the New Source’s Type window, select a source type. If the specific source type you want is not in
the list, choose Free-form Text from the list. Help for the Source Type is displayed in this window.

3. Click OK.

4. Type the Abbreviation 1 and Abbreviation 2 names. Help for the type you have selected is displayed ir
the Help for Type box.

5. Choose the first component (by double-clicking, or highlighting and pressing Enter), and type the
information about that component in the Component Contents box. Do not add ending punctuation or
the component lines except for with the Free-form Text source type, because it is added automaticall:
when the report is printed.
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6. Repeat step 5 for the remaining component lines.

7. Click OK.

8. Click Text in the Edit group (if available) to open the Edit Text window, and then enter the appropriate
data, such as the specific page number you want to cite for this proof (for exaegel20. Do not
type ending punctuation.

9. Click OK to close the Text window and return to the Evidence window.
10. Repeat the above procedure to add additional sources of evidence to the Evidence List.

11. Click the Footnote button to create a footnote.

Creating Free Notes

Use Free Notes as evidence in a proof.
1. To add a Free Note to the Source List, click the Free-form button in the Evidence window.
2. Enter the Free Note in the Edit Text window and use formatting buttons if desired.

Note Ultimate Family Tree does not add ending punctuation to Free Notes. Add ending punctuation
to the Free Note, if desired.

3. Click OK to save any text entered and return to the Evidence window.

Creating Footnotes

Evidence that is formatted as a footnote will appear as End Notes. Evidence that has not been formatted as
footnotes will not appear in reports.

1. Inthe Individual Record window, click the Evidence button or Evidence Status box for an event.

2. After adding a source, click the Footnote button in the Save/Build group to create a footnote.

m Euldanie
[ etk s fer Juhm Fitzge el § Asredy [ |
—earraa
i i Canced
LN
P Tin, Tre Kenveds
T A P B Flrd /M Caaroe 1 EdR 17 ERE 1 e Bl
|Strmtiured...| | |Structensd | | [Sewrce| |Selectsd) | [Foolnofet Format a footnote
Add a Free Note ———— Frue-Tesm__ | | TiaHl | | mm |
Pttt (Lo e /RN Forirarhé 4o Crasts o Uipd ) )
. 31 742 [urin Cewrra Cacsbwrin, [IT:Tha Fitzg rede srd Hha Karrscp, AnAraricss SsepdT)
Displays how s Fork, MY Sirsonsnd Schmtar, | AT1, puge 274750 | ; e [S0EA T Hareay Fuchiin
footnote will print —=K IT Tha Karrsdg, & Chroralogicn] Histar g 171 Ras York, B Bl lnrtisn Becka, | =18]
(without codes) ETEA]

Figure 2-11: Evidence Window



EVIDENCE 43

Note The footnote appears in the Footnote box. You can customize the footnote for printing if neces-
sary. Se€ustomizing a Footnotdéelow.

3. Click OK to save and close the Evidence window.

Customizing a Footnote

Customizing footnotes is not necessary, but you might want to rearrange footnotes for printing.
1. Create a footnote. (See “Adding Evidence” on page 40.)
2. Edit the footnote as follows:

« Enclose each Source or Free Note in your footnote in code brackets, for eXeRpIER] or
[SO#: :SOJ] The pound symbol (#) represents the record number of the evidence for that source.

« Do not change formatting inside tB©:source code brackets. When Ultimate Family Tree prints a
footnote, it reconstructs the footnote from the sources in the Source Library and from Free Notes anc
text added to sources. Changes made within the Source or Free Note code brackets in the Footnote te
window are not reflected in the Source Library record or the Added Text window, and will not be
included in end note reports.

Formatting is added automatically to text within the source code brackets according to the source
template in use. You can, however, manually customize the formatting in a footnote outside the source
code brackets by typing the format codes before and after the appropriate text. For example:

[BO:This text is bold.:BO] This text is bold.
[UL:This text is underlined.:UL] This e is underlined.
[IT:This text is italicized.:IT] This text is italicized.

Note Do not type directly into the Footnote text window. Any text you typed will be deleted when
you rebuild footnotes using the automatic Rebuild Footnote option in the Check window, when you
add additional text to this window, or when you click the Save/Build Footnote button. See page 166 for
more information on using Check.

* You can Cut and Paste text inside the footnote to customize the way it displays and prints, as long as
you move sources and free notes with their codes.

3. Click OK to save your changes and close the Evidence window, or click Cancel to close the Evidence
window without saving changes.

Editing a Source from the Evidence Window

To edit an existing source from the Evidence window, select the source and click the Source button in the
Edit group.

Note Any changes made to the source record will affect all footnotes using this source.
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Deleting a Source from the Evidence Window
1. From the Source List in the Evidence window, select the source to be removed for an individual or event.
2. Click Selected in the Delete group, or click All to delete all evidence.

3. Click OK to delete the source and footnote reference (if present), or click Cancel to return to the Evi-
dence window without deleting the source.

Adding Children

The Children box on the Individual Record window lists all children of the subject.

1. In the Individual Record window, double-click a child’s name to make that person the subject of the
Individual Record window. If you want to make a parent or spouse the subject, choose the appropriate
button to the right of his or her name.

2. To enter a new child for a selected individual, click the Child button at the bottom of the window.

e peciaibi— Garentromist
Cancel
Hone I

Figure 2-12: Other Parent Window

3. In the Specify Other Parent window, select the other parent for this child. Click Selected. A new Indi-
vidual Record window opens for that child with the child’s surname already entered in the name field
and the child’s parents (if known) already in the Mother and Father fields. Type the remaining infor-
mation. If you choose not to create this new record, choose Undo from the Edit menu. You will be
returned to the last selected individual. If the other parent is not listed, click Cancel or None in the Par-
ent window. A new Individual Record window opens showing the parent. Enter the other parent in the
appropriate parent field. (For additional information, see “Changing Parents” on page 28.)

Adoption

Ultimate Family Tree provides ways to indicate that a child is adopted. Begin by entering the adoptive par-
ents as the Father and Mother in the child’s Individual Record window. You then can add an adoption event
for the child with information concerning the birth parents (if known), or the adoption itself, in the Event
Text window. Another method to indicate adoption is simply to use the Miscellaneous window to add an
“adopted” flag for the child.
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Children of Unmarried Parents

A marriage is not required to connect parents to their children. In addition, you can enter one parent if the
other parent is not known. When reports print for these families, no mention of the unmarried status is
printed (unless you use the Unmarried event or include the information in the Individual or Event Text
windows).

Adding Siblings

The Siblings window lists all siblings and half-siblings of the subject.

1. From the Individual Record window, add a brother or sister for that person by clicking the Sibling but-
ton at the bottom of the window. A new Individual Record window opens for a brother or sister with
the sibling’s surname already entered, along with parent names.

2. Complete the sibling’s name field and the rest of the Individual Record. If you choose not to create this
new record, choose Undo from the Edit menu. You will be returned to the last selected individual.

To use the Sibling button on the Individual Record, you must enter a parent. If you do not know the
parents for a group of siblings, enter a name for the father or mother in one of the parent fields. For exampl
for an individual namedohn Smithyou could enter a father or mother nartgdknown /Smith/or (-----)

/Smith/

Additional Information

Ultimate Family Tree provides a way to add additional information for an individual. In the Individual
Record window, click the More button to open the Individual More window. A green indicator next to the
button shows if information is already present.

Individual More

Open the Miscellaneous
il I Individual Information window
f Medical... Open the Medical History window
0 Media... Open the Media window

Figure 2-13: Individual More Window

Click Miscellaneous to open the Miscellaneous Individual Information window where you can record
information such as aliases, nationality, languages, individual flags, ancestor and descendant interest levels, &
Social Security number. Click Medical to open the Medical History window where you can enter information
about the individual’s physical characteristics (height, weight, skin, eyes, hair, etc.) as well as any known mec
ical conditions. Click Media to attach images from the Media Library to the individual you're editing.
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Miscellaneous Individual Information

Ultimate Family Tree provides a way to add miscellaneous information for an individual. In the Individual
Record window, click the More button, and then click Miscellaneous to open the Miscellaneous Individual

Information window.
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Figure 2-14: Miscellaneous Individual Information Window

User-defined flags

» Long Name— Opens a text window for entering a name of up to 65,000 characters for the selected
individual. The long name is not displayed in Build or View windows, but is used in Family Journal
(Genealogy) reports. Remember to use slash characters (/) to define the surname and curly braces {}

to define a title.

« Mail Label— Opens the Mail Label window where you can enter an address of up to 34 characters per
line and a telephone number for the individual. You can specify mailings such as a newsletter to send
to this person. (See page 109 for more information about printing mailing labels.)

« Interest Level— Optional Ancestor and Descendent Interest levels are required in Tiny-Tafel reports.
The Tiny-Tafel is a summary of your research interests that can be distributed to others so you can find
people who are researching family lines in which you have an interest. Ultimate Family Tree interest

designations are as follows:

0 People who will not be used to establish a family line.
1 People in whom you have no further interest or for whom your data is marginally reliable
and therefore of no interest to anyone else. These people can be included in a Tiny-Tafel
for reference to establish a family line.
2 People in whom you have little interest, but your data is a high quality and might be of
interest to another researcher.
3 People in whom you have moderate interest. The data is either good or poor.

4 People in whom you have great interest. The data is good or poor.



ADDITIONAL INFORMATION 47

Individual Flags— Flags designate special information that you might want to include in your

project. Ten flags are available for each individual. They can be defined differently for each individual.
Examples of possible flags include attendance at a certain college, needs more research, or cause 0
death. Up to ten characters of text can be entered in each Flag field.

Birth field— Enter N(ormal), T(win), M(ultiple), S(tillborn), I(llegitimate), L(egitimate). This field is
optional.

Immigrant— Check this box if the individual you are entering was an immigrant. The Immigrant field
is used in Family Journal reports to establish the correct generation number reference.

A person identified as an immigrant in the Miscellaneous Individual Information window is hum-
bered as generation 1 in Family Journal reports. In Descendant Family Journal reports, each genera-
tion of this individual's ancestors is identified with an alphabetic character beginning with A, while the
descendant generations are assigned the usual generation numbers, beginning with 2. In Reverse R
ister Family Journal reports, opposite from Descendant reports, each generation of descendants is
given an alphabetic character, beginning withivhile the ancestor generations are each assigned a
generation number beginning with 2.

Last Edit Date— The last edit date is the date this record was last saved. Ultimate Family Tree uses
your computer’s system date. The last edit date cannot be changed manually.

Reference— If you have your own system for referencing and would like to use it, enter your data in
the Reference field. Any combination of letters, numbers, and punctuation marks can be used up to 2
characters.

Common Name-You can enter a commonly used name suclolsnyor Mary Ja This hame prints
instead of the first name in reports where first names print without a surname. If a report has limited
space for an individual’s name it is truncated and the common name is substituted for the first name.
For example, iMary Jois not entered here, Ultimate Family Tree udasy as the first name.

Alias 1— First alias for the individual. This is a good place to record a woman’s married name, the
French Canadiadit name, nickname, or the way you’d like a person’s given and surname(s) to appear
in printed reports. Remember to use slash characters (/) to define the surname and curly braces { } tc
define a title.

Alias 2— Second alias for the individual. Use slash characters (/) to define the surname and curly
braces { } to define a title.

For printed reports, Ultimate Family Tree provides choices for names in the Page Setup window.
For example, you can choose Alias 1 as the first choice and Main (the Individual Record name) as thi
second choice. Ultimate Family Tree uses the Alias 1 name if it is present and then, if it's not present
the Individual Record name. The name choice is useful if you want to use a name other than a birth
name on printed reports. The name you designate as your first choice is the one used by Ultimate Fal
ily Tree. The name options are Main, Alias 1, Alias 2 and Religious name.

Signature— How the individual signed his or her name, for examyleA. Smith

Nationality— Nationality of this individual.
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Language 1— Primary language for this individual.
Language 2— Second language for this individual.
Religion 1— First religion for this individual.
Religion 2— Second religion for this individual.

Religious Name— Religious name for this individual. Use slash characters (/) to define the surname
and curly braces { } to define a title.

Web Link— The Universal Resource Locator (URL) that links an individual to any other Internet URL

in an Instant Web Page. This link can be to images, sounds, or other genealogies. For example, you can
link John F. Kennedy to a genealogy at another Web site. If this genealogy were to be found at URL
http//www.anothersite.com/jfk.htngbu could enter this address in the Web Link field for John F. Kennedy.
Someone browsing your genealogy could then click on the link to move to the new page for JFK. This
link is included in Instant Web Pages.

Ances. File # Identifying number for LDS Ancestral File.

Social Security No— Individual's Social Security number.

Mail Label

Open the Mail Label window by clicking the More button in the Individual Record window. Click Miscella-
neous, and then click Mail Label in the Miscellaneous Individual Information window. Use the Mail Label
window to enter an address and phone number for the individual. There is also a list you can use to designate
specific mailings. The name entered in the addressee field can be different from the name in the Individual
Record window, such adr. and Mrs. Thomas Smith
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Figure 2-15: Mail Label Window

Enter a name and address for the individual on the appropriate lines. You can enter up to 34 characters
per line.

Designate specific mailings to send to this person, such as a newsletter. Check any of the appropriate
option boxes.

Click OK to return to the Miscellaneous Individual Information window.
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Medical History

Click the More button in the Individual Record window, and then click Medical to open the Medical History
window.
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Figure 2-16: Medical History Window

You can enter information about the individual’s physical characteristics (height, weight, skin, eyes,
hair, etc.) as well as any known medical conditions.

Clicking a medical condition opens a free-form text window where you can enter up to 65,000 charac
ters of information. Click the Other button at the end of the list of medical conditions to add any medical
conditions not listed in this window.
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Media

Click the More button, and then Media to open the Media Link window where you can attach images from
the Media Library to the subject individual.

1. To add an image, in the Add Media Link group, click Existing Media to open a Media Select window.
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Figure 2-17: Media Select Window

2. In the Media list, highlight the item you want to add and click Add to copy it to the Linked Media list.
3. Click OK.
4. Click OK to close the Media Link window.

See Section 7 for more information on the Media Link window and building a Media Library.
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Viewing Information

Use the View menu to choose ways to display information you have entered in your project. The following
formats are available: Family Tree, Family Group, Individual Summary, Descendants, Kinship, Name +
Record No, Slide Show, Photo, and Lists. Use the list windows to display information about individuals,
marriages, and sources in table (row and column) format. Use lists to help analyze data in your project, as
well as to locate records for editing.

I I I I A B A

You will learn how to:

Move around the Family Tree window displaying up to five generations per screen with pictures
Display a Family Group window

View all information entered about an individual in story form

View the descendants of a selected individual

Determine the relationship between any two individuals in your project

View a slide show for an individual or family

See a person’s full name and record number

View all individuals in your project by record number, surname, given name, or birth date

View a list of marriages in your project organized by surname, given name, date, or place

View the list of sources in your Source Library

51
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Family Tree (Pedigree) Window

The Family Tree (also known as Pedigree) window displays up to five generations of a family. This window
can be used with other windows, such as the Individual Record window, to discover more about selected
family members.

1. Choose Family Tree from the View menu.

Note The indicator in the far right column will be on (green) if that line continues. A plus sign (+) is
displayed to the left of a subject’s child or sibling if that person has descendants.

Switch to spouse’s pedigree Return focus to previous subject
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Figure 3-1: Family Tree (Pedigree) Window

2. To change the focus of the Family Tree, you can do any of the following:

« Choose Locate from the Search menuwor -L) to select an individual as the focus.
« Double-click a name to make that person the focus.

« Click Previous to move back to the previous subject.

« Choose a focus from the child list (by double-clicking). Use the scroll bar to move up and down a long
list of children, or click once on any child and use the Up and Down Arrow keys to move through the
list. Type the first letter of a name to move up or down the list to names beginning with that letter. The
number of children in the list is shown at the top of the list. Highlight a child’s name and choose
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Individual Record from the Build menu to display the Individual Record for the selected child. When
you return to the Family Tree window, that child will be the focus.

« Double-click a sibling to make that person the focus. All siblings are listed, including those who have
only one parent in common. Use the scroll bar, the Up and Down Arrow keys, or the first letter of the
name to move up and down the Siblings list. Choose Individual Record from the Build menu to dis-
play the Individual Record window for a selected sibling.

3. Click the Spouses button to display spouses of the focus person. Click Cancel to return to the Family
Tree window for the original person, or OK to return to the Family Tree with the selected spouse as the
new subject. Click Edit in the Spouses window to open the spouse’s Individual Record window.

Note To return the focus to the original individual, double-click his or her name at the top of the window.

4. Click Photo to display the preferred image (if any) for the selected individual. See page 136 for infor-
mation on selecting a preferred image for someone.

5. Click Close to close the Family Tree window and return to the Individual Record window. The last
selected individual in the Family Tree window will be the new focus of the Individual Record.

Family Group Window

The Family Group window displays a family unit including a husband, wife, their parents, and their
children.

1. Choose Family Group from the View menu.
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WIFE: -apeEties 28 Beapderd | SF0- {90y
Futtar: Johnfarras sBosdnrd (1} 1801- 1987
Marriage date and place Mothar: Junari Hortan SLs 1908 -
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View any additional spouses

Eil
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Chikran

Figure 3-2: Family Group Window
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Note If a marriage record for the husband and wife is found, the date and location of the marriage is
shown in the center of the Family Group window. Otherwise, you'll see “marriage record not found.”
Parents who are not married or do not have a marriage record are considered parental partners. The
children for this husband and wife are shown in the list box next to Child and the number of children is
displayed under Child. This list contains all common children for this couple. Use the scroll bar or the
Up and Down Arrow keys to move up and down a long list of children. You can also type the first letter
of the name to move down the list to that child’s name. A plus (+) sign in front of a child’s name indi-
cates that his or her descendant line continues. Type a plus sign to move up or down the list to a name
with a plus sign.

To select a new focus, choose Locate from the Search meggu (or -L). Remember, you can choose
Individual Record from the Build menu if you'd like to display the Individual Record window for this
or any selected individual.

. Click +Wives or +Husbs to display a list of spouses or parental partners. Select a spouse or parental

partner from the list to display his or her associated family, or click Cancel to return to the Family
Group window. These buttons are dim if no other spouses are found.

. Click Parents to display the family for the husband’s or wife’s parents. These buttons are dim if no par-

ents are found.

. To shift the focus forward one generation, highlight the child in the child list box and click the Child

button, or double-click the child. When “no children” appears in the Child list box, the Child button is
dim.

. Click Photo to display the preferred image (if any) for the selected individual.

. Click Close to close the Family Group window and return to the Individual Record window.

Individual Summary

To view all the information you've entered for an individual, follow these steps.

1.

Select an individual in any window, and then choose Individual Summary from the View menu.

Note The selected individual’s information is displayed in story form. Individual text, plus footnote
and research notes, are shown in their entirety. Information in the Individual Summary window can be
viewed but not edited. To change information appearing in the Individual Summary, edit the informa-
tion in the Individual Record window.

. To close the Individual Summary window, press Escape or click the close box.

Note Some event details might be displayed twice. This is normal.
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Figure 3-3: Individual Summary Window

Descendants Window

The Descendants window shows a list of descendants, one generation at a time, for a selected individual. F

example, you can use the Descendants window to view all grandchildren of the focus person. Up to 100 ge
erations can be viewed.

1. Choose Descendants from the View menu.

] Dt enidanis
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eneration number,
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Descendants of focus person -m
I Paltrick Joasgh J Ko -
r:f;;.-: H'IHE:I'III'I hi'-.';l'll!i' “,I—:_‘ htlil“‘ ——— 1 Parents of selected person

Figure 3-4: Descendant Window
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To choose a new focus for the Descendants window, choose Locate from the Search$enu (or  -L).

. Choose a generation number from the Generation Gauge on the left side of the window to view the

descendants in a specific generation. To choose a generation number, highlight the number or it’s cor-
responding number line in the gauge. Alternately, you can click the gauge and use the Up and Down
Arrow keys.

Use the scroll bar if the list of descendants in a generation is longer than the box. Individuals in each
generation are shown in alphabetical order by given name. The number of persons in that generation
are shown above the list, as is their relationship to the ancestor. The parents of the focus person are dis-
played at the bottom of the window.

Note To edit an individual record, select the individual and choose Individual Record from the Build
menu to open the Individual Record window.

. Click Close to close the Descendants window.

Kinship

You can find the relationship between any two individuals through birth or marriage. If a relationship exists,
Ultimate Family Tree displays a list of common ancestors. The relationship between the selected individuals
is computed through 16 generations.

1. Choose Kinship from the View menu.
Lock in selected individual
ju | Einship
| PATRILK AKEMAELY.S [Fiece  f
Relationship of s ek grandfa e o
individuals 1 and 2
fnawiuals = an 2 JISEPH PATIACK AEMNEDN ek | Stat |
e wroaxkera fer | oand 2 mrarsiam from | F
Common ancestors
Falvtsd Thre Shore” MumiEr
Select to view how the I LA AT
individuals are related I Harris I Bedusdaail | ': s ATl Select to view
I” Events I~ Rudusduemiz | " Casasa redundant ancestors

2.

Figure 3-5: Kinship Window

Start with subject 1. Uncheck subject 1's Lock button if it is checked. Choose Locate from the Search
menu (o8 -L) to find a new individual. Click OK when done.
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10.

11.

12.

Check Lock to lock in subject 1.

Uncheck the Lock button for subject 2. Choose Locate from the Search mgu (or -L) to find subject
2 for the relationship check. When the person is found, click OK.

Note You must unlock a subject before the Find Individual feature will work. Be sure to lock
subject 1 before moving on to subject 2.

Click Start to compute the relationship between the two subjects.

The Related Thru group displays how the two individuals are related through birth or marriage, as wel
as any events they may have in common.

Select Birth to find a blood relationship.
Select Marriage to display relationships through marriage.

Select Events to display the events that the two individuals have in common.

. To find the nearest common ancestor of the two subjects, select Birth from the Related Thru group an

Nearest in the Show group.

Select Redundantl from the Show group to display the redundant ancestors and the number of gene
tions from subject 1 to all individuals in the list. To display the redundant ancestors and the number of
generations to subject 2, select Redundant2.

Note Birth must be selected to access the Redundant options. Redundant ancestors occur when the
is more than one line from an individual to his or her ancestor. Redundant lines result when cousins
marry. If subjects 1 and 2 have common redundant ancestors, the number of generations to both is d
played. If the number 999 is displayed after an individual, there is no relationship between the selecte
subject and the individual in the list.

Select Generation from the Number group to display the number of generations from each ancestor t
each subject. The resulting Relationship list contains the nearest common ancestors of the two sub-
jects, and the number of generations from subject 1 and subject 2. This is the default selection when
the Kinship window is first opened. Birth and Nearest must be selected to access the Generation
option.

In the Number group, select Ahnentafel to display the Ahnentafel number for subjects 1 and 2. Birth
and Nearest must be selected to access the Ahnentafel option.

To display the degrees of consanguinity (kinship) between each ancestor and subject, select Consar
from the Number group. Birth and Nearest must be selected to access the Consan option.

Click Close to close the Kinship window.
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Name and Record Number

Choose Name + Record No from the View menu to display a selected individual's full name and record
number. Click OK to close the window.

Slide Show

Use the Slide Show window to view slide shows that you have created. See page 138 for steps on creating a
slide show.

1. Choose Slide Show from the View menu to open this window.

E=———— Slide Show =—————
Name |Kennedu311desh0w | l[ Close ]I
— Slide Show Shiw
: Selected
List of slide shows

Figure 3-6: Slide Show Window

2. Click Selected to view the show you highlighted or All to view all of the shows.

Viewing a Photo

Choose Photo from the View menu to display the preferred image for the selected individual. If no images
linked to this individual have been selected as the preferred image, this feature is not available. See page 136
for instructions on selecting a preferred image.

Individual, Marriage and Source Lists

« Individual List— Displays a list of all individuals in your project. Choose Individual List from the
View menu and choose one of the options: By Record Number, By Surname, By Given Name, or By
Birth Date.
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« Marriage List— Displays a list of the marriages in your project. Choose Marriage List from the View
menu and choose one of the options: By Husb. Surname, By Wife Surname, By Husbh. Given, By Wife
Given, By Date, or By Place.

« Source List— Displays a list of all your sources in the Source Library.
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Figure 3-7: Individual List Window

1. To open the right side of a List window, position the cursor on the resize box on the lower-right corner
of the List window, hold down the mouse button, and drag the pointer to the left. When the right side
of a List window is opened, the information in a record is displayed vertically and you can view all
fields in that record.

2. When text is available in a text or note field, you'll Bamoin the list with an uppercasé. When no
text is availablememais displayed with a lowercase If text is available, you can view the text by
pressingg -PgDn with Memo selected.

3. Text in List windows can be viewed, but not edited. To edit text, events, sources, or other information
displayed in an Individual List window, select the individual’'s name and choose Individual Record
from the Build menu to open the Individual Record window. Click the appropriate button to access
text, event, or source windows and make editing changes. In a Marriage list, double-click to open the
Individual Record for the person on the left side of the list. In a Source list, double-click a selected
field to open the Source Record window.

Note Use the vertically positioned arrows to scroll up and down the list. Use the arrows along the
bottom of the window to scroll horizontally through the list.



60 SECTION 3: VIEWING INFORMATION




Section 4:

Searching for Individuals

Ultimate Family Tree provides a powerful set of search routines designed to locate individuals in a project.
In this section you will learn how to locate individuals by:

O Name and/or SOUNDEX code

Citations

Events in an individual’s life

User-defined flags

Mailing label information

Linked pictures

Information contained in the Medical window
Information contained in the Miscellaneous window
Relationships

Biographical, research or footnote text
Event details

Vital statistics

o oOoo0oo0oo0oooo0oogogogogd

Record number or part of the name

61
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Using Search Windows

Each Search window provides options for defining the scope of your search. Ultimate Family Tree locates all
records for which the contents of the specified field matches the search criteria. Information entered in a
Search window is retained when you close the window. You can close a Search window, and then open it
again to conduct another search using either the same or modified search criteria.

Search windows contain a pop-up menu with the following options:

* Replace the list with those fourd Starts a new search list. This option replaces an existing search list
with the results from the current search. Individuals already in the list are removed, and the new list is
saved.

« Add them to the name list Builds a composite list from two or more searches. This option adds the
results of the current search to an existing search list. For example, if five individuals are already in the
list from a previous search, and seven new individuals are found and saved with this option, the new
list will contain 12 individuals.

+ Remove them from the name distNarrows an existing search list. This option removes the results of
the current search from an existing search list. If five individuals are in an existing list, and two indi-
viduals from a new search are already in that list, they will be removed. The new search list will con-
tain three individuals.

« Keep if already in the name list Matches items in an existing search list. This option keeps the
results of the search if they are already in the existing search list. If five individuals are in an existing
list and a new search finds two who are already in that list, the new list will contain two individuals.

Other options common to all search windows are:
* Close— Closes the search window
» Search— Creates the Search list
* Results— Views the results of the last search
» History— Shows how the search list was built
« Group— Replaces the Grouping List with the results of the selected search

» Preview— Displays the results of a search without committing the results to the search list

Steps for Completing a Search
The following basic steps are used to conduct a search.
1. Open any search window from the Search menu.

2. Make selections for defining the search. The search criteria are shown at the top of the search window
as you make your selections. This information is also added to the History window after a search is
complete.
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3. Choose one of the options (Replace, Add, Remove, or Keep) from the pop-up menu at the bottom of
the window for the desired Search list.

4. To check the search without committing the results to the search list, click Preview. Press Escape to
return to the Search window.

5. Click Search to create the Search list and view the results.
6. Click Group to replace the Grouping List with the results of the current search.
7. Click Close or press Escape to close the Search Window.

Note Click Results to show the last completed search list. Double-click any name to open the Indi-
vidual Record for that person. Click History to see a summary of how the Search List was built.

Name Search

You can locate a person in a Ultimate Family Tree project by name or names. Various options provide flexi
bility in defining the Name search. The following rules apply when entering names in the Name Search ant
Find Individual windows:
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list without committing the
results to the permanent
search list

Figure 4-1: Name Search Window

* Name searches are not case sensitive—use uppercase or lowercase letters.

« Enter more than one name for a person if you want to be specific. For example, if you are looking for
John Fitzgerald Kennedw your project, you can tygehn fitzgeraldn the top field.

» Type either full or partial names. For example, you can lyp#tto locateJohn Fitzgerald Kennedy

» Use special characters callwidd cards The question mark wild card character (?) is used to represent
a single unknown character. For examja@n finds the namedohnandJoan The asterisk wild card (*)
is used to represent more than one consecutive character. For exerfiplids Howard andHomer
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Use forward slash characters (/) to specify surnames. For example, by/sypitigyou find all those
individuals having the surnan@mith If you entersmithwithout slash characters, Ultimate Family
Tree finds all individuals whose names contimithanywhere in their names.

Use braces {} to specify titles. For example, typi8g} finds all those individuals having the tife

Search for surnames in the top text field of each name specification box by SOUNDEX code. Enter a
surname without the slash characters or a valid SOUNDEX code in the first name field. If you enter a
surname, Ultimate Family Tree converts the name to the SOUNDEX code for that name, and replaces
the name in the text field with the code.

Note SOUNDEX is a code used by the United States Government to index early census records. It is
used to find names with the same sound, no matter how they are spelled. Each SOUNDEX code is
made up of a letter and three numbers. The letter is the same as the first letter of the surname.

Searching for a Simple Name

1. Choose Names from the Search menu.
] hmi hearch
Fimd ol | Al v w5 swhlide ol e o WA 1
Type name here ——————NNNNNE | v Seseiz m
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2.

3.

Figure 4-2: Name Search Window

Type a name in the first name field of the top Name Search box. Use wild cards if desired and any
combination of uppercase and lowercase letters.

Complete the search as described on page 62, “Steps for Completing a Search.”

Searching for a Surname by SOUNDEX

1.

Enter a surname (without slashes) or a valid SOUNDEX code in the top name field. If you enter a sur-
name, Ultimate Family Tree converts the name to the proper SOUNDEX code for you. (The SOUN-
DEX search only finds surnames.)

Check the SOUNDEX box in the appropriate Name Specification box.

3. Make sure all other name fields are empty.

Complete the search as described on page 62, “Steps for Completing a Search.”
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Completing a Complex Name Search

1. Enter the search information using any combination of the four name fields available. Select the
SOUNDEX and the NOT conditions that you want to use. The two name fields in each Name Specifi-
cation box are used together.

. Check the NOT box to exclude names from the search.

Note The characters entered in both fields must be present in an individual's name for that individual
record to be included in the search list. If the OR name specification fields (lower name specification
box) are used with the upper name specification box, a record must match one or the other to be

included.

Specify surnames by using the forward slash, for exat$stgth/ and titles by using braces, for

example{Jr.}.

4. Complete the search as described on page 62, “Steps for Completing a Search.”

Searching for Individuals Linked to Citations

The Citation Search locates individuals who are connected through a citation to specific sources in the
Source Library. Open the Citation Search window by choosing Citations from the Search menu. The Citatior
Search window contains a list of all sources in the Source Library, and options to narrow your search.
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Sanrén Linl

Search for individuals
with citations

—— Search for events

ud ra b ko lg ] & . —
] i | Besuine_|
oactin Ay CoEwealy — N\
Harrisn & Torrie [l T T 7] AL
I L aup I
1 | raplece ey Byl o @k thony bard W I

with citations
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Figure 4-3: Citation Search Window

The search criteria are displayed at the top of the search window as you make your selections. This
information is also added to the History window after a search is complete.

1. Select the Any radio button in the Source group or the Selected button to match only a specific sourc

2.

in the search.

If you chose Selected in step 1, select the source you want to include in your search from the Source
List. The Source List includes all the sources in the Source Library. The list shows the Abbreviation 1
name for each source.
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3. Narrow your Citation search by specifying where the citation was used. Three location options are
provided:

* Individuals— Searches for the selected source when used in citations for information in the Individual
Record window

* Events— Searches for the selected source when used in citations for events
* ALL — Searches for the selected source when used in any citation

4. Complete the search as described on page 62, “Steps for Completing a Search.”

Individual Events Search

The Individual Events Search looks for individuals connected to events in your project based on the events
entered in the Individual Record window. The search criteria are displayed at the top of the search window as
you make your selections. This information is also added to the History window after a search is completed.

1. Choose Events from the Search menu.
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Figure 4-4: Individual Events Search Window

2. Select Selected Event or All Events in the lower-left corner of the window.

3. If you chose Selected Event in step 2, select an event from the Possible Events list that shows all the
event types used in the current project. Scroll through the events using the Up and Down Arrow keys
or by typing the first letter of the event you want to search.

4. To search for events that happened in a selected place, check Selected in the Places group, and then
click Place to open the Find Place window. If you are not including places in the search criteria, skip to

step 9.

5. Type in the first few characters in a place name.
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6. Click Exact for all place names with an exact match or click Like and use any characters including
wild card characters. The question mark wild card (?) is used to represent a single unknown characte
The asterisk wild card (*) is used to represent more than one consecutive character.

7. Click Show to see the list of places found.

8. Select a place and click OK to close the Find Place window. The place to be included in the search i
added to the criteria at the top of the window.

9. To search for an event that took place in a certain time period, enter dates for the time period. Do on
of the following:

« Enter the date in the After field in the Dates group to search for events occurring after a given date.
« Enter the date in the Before field to search for events occurring before a given date.

* Leave both the After and Before fields blank to search for events that occurred on an unknown date
(the event date fields are blank).

Note If a date is entered in the Before field and the After field is left blank, the search includes events
with a blank date field and events having dates after 1/1/100. If a date is entered in the After field anc
the Before field is left blank, the Before date defaults to today’s date.

10. Complete the search as described on page 62, “Steps for Completing a Search.”

Flags Search

The Flags Search locates individuals whose Individual Records contain specific user-defined flag informa-
tion. The search criteria are displayed at the top of the search window as you make your selections. This
information is also added to the History window after a search is complete.

1. Choose Flags from the Search menu.
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Figure 4-5: Flags Search Window
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Select a flag from the list of individual flag fields. All flag labels assigned to the project are included in
the list.

In the Status group, select True to search for flags marked True, False to search for flags marked False,
or Either to search for individuals linked to the selected flag marked as either True or False.

Complete the search as described on page 62, “Steps for Completing a Search.”

Mail Search

The Mail Search window locates individuals by information entered in the Mail Label window, opened from
the Miscellaneous Individual Information window. The search criteria are displayed at the top of the search
window as you make your selections. This information is also added to the History window after a search is
completed.

1.

N

Choose Mail from the Search menu.
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Figure 4-6: Mail Search Window

Scroll down the list of options in the label field and select the criteria to be used in the search.

If you select one of the label fields that contains text, such as an addressee, enter the words to search in
the Text field.

Select a mailing list from the Label Fields (such as Family Association, Newsletter, Birthday, Holiday,
and Other 1 and 2) to enable the buttons in the Included in Mail List box.

Select Yes to search for individuals included in the selected mailing list, or No to find those not
included in that mailing list.

. Complete the search as described on page 62, “Steps for Completing a Search.”
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Media Search

The Media Search searches for individuals who are connected to a selected image. The search criteria are
displayed at the top of the search window as you make your selections. This information is also added to tr

History window after a search is complete.

1. Choose Media from the Search menu.
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Figure 4-7: Media Search Window

2. Select the image you want to include in the search from the Media list.

3. Complete the search as described on page 62, “Steps for Completing a Search.”

Medical Search

The Medical Search looks for individuals for whom you have added medical information. The Medical His-
tory window is opened from the Individual Record window. The search criteria are displayed at the top of the
search window as you make your selections. This information is also added to the History window after a

search is complete.
1. Choose Medical from the Search menu.

2. Select one of the three options located under the Medical Conditions list: Selected, All, or Ignore. If
you select Ignore, the Medical conditions are ignored and only the Measure and Misc. groups are
available to be searched.

3. If you chose Selected in step 2, select the medical condition from the Medical Conditions list. Scroll
through the list by using the Up and Down Arrow keys or by pressing the first letter of the condition
you want to search.

4. Select Any Text in the Text group to search for text entered in the Medical Condition text windows, or
select Specific Text and enter the words you want to search for.
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Figure 4-8: Medical Search Window

5. Type a weight and/or height to search for. Enter a minimum and maximum number for each criteria.
You can specify either pound/foot/inch (pd/ft/in) or kilogram/meter/centimeter (kg/m/cm).

6. Type specific criteria such as hair color, eye color, skin color, or blood type.

7. Complete the search as described on page 62, “Steps for Completing a Search.”

Miscellaneous Search

The Miscellaneous Search window locates individuals with information entered in the Miscellaneous Indi-
vidual Information window. The Miscellaneous Individual Information window is opened from within the
Individual Record window. The search criteria are shown at the top of the search window as you make your
selections. This information is also added to the History window after a search is complete.

1. Choose Miscellaneous from the Search menu.
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Figure 4-9: Miscellaneous Search Window
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2. Select a field from the Miscellaneous Fields list. Use the scroll bar or the Up and Down Arrow keys to
move through the list.

3. Type the text you wish to search for in the Search group, or if you have selected Ancestral Interest or
Descendant Interest, type the interest limits in the Low and High fields in the search group.

4. Complete the search as described on page 62, “Steps for Completing a Search.”

Relationship Search

The Relationship Search looks for individuals who are related directly or through collateral lines to a speci-
fied person. The search criteria are displayed at the top of the search window as you make your selections
This information is also added to the History window after a search is complete.

1. Select (from any window) the individual you want as the starting subject of the search.

2. Choose Relationship from the Search menu.
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Figure 4-10: Relationship Search Window

Note Choose Locate from the Search menu to find a new starting person for the search. See page 7
for information on using the Find Individual window.

3. Select one of the following Relationship Options:
* Ancestors Only— Searches for ancestors to a specified generation limit

« Ancestors Plus Their DescendantsSearches for ancestors to a specified generation limit, and
descendants of those ancestors to a specified descendant limit

« Descendant Only— Searches for the selected individual's descendants to a specified generation limit

« Descendants Plus Their AncestersSearches descendants to a specified generation limit, and ances-
tors of those descendants to a specified ancestor limit
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« Ancestors Plus Descendants Searches ancestors and descendants to a specified generation limit in
each direction

« Siblings— Searches for the start person’s siblings (generation limit not used)

4. Use the Limits group to specify the number of generations (up to 999) to include in your search. The
Limits group includes three fields:

« Generation— Enter the number of generations to search in the direction you are searching (ancestors,
descendants or both).

« Descendant— Enter the number of generations of descendants to include when Plus Their Descen-
dants is selected.

« Ancestor— Enter the number of generations of ancestors to include when Plus Their Ancestors is
selected.

5. Check the Add Other Spouses box to add spouses not already included in the search.
6. Complete the search as described on page 62, “Steps for Completing a Search.”

Note The starting individual is always included in the list.

Text Search

The Text Search locates individuals whose records contain text in a free-form text field. The search criteria
are displayed at the top of the search window as you make your selections. This information is also added to
the History window after a search is complete.

1. From the Search menu, choose Text.
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Figure 4-11: Text Search Window
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2. To search on a specific field, select the Individual, Event, or Media text field from the Text Fields list.
Scroll through the list using the Up and Down Arrow keys or by typing the first letter of the event you
want to search. Click Selected Field below the Text Fields list.

3. To search all fields, click All Text Fields below the Text Fields list.

4. Click Any Text or Specific Text (if you chose Specific Text, type the specific text for which you want
to search in the Text box).

5. Complete the search as described on page 62, “Steps for Completing a Search.”

Vital Statistics Search

The Vital Statistics Search locates individuals on the basis of their vital statistics, such as age at a certain
event. The search criteria are shown at the top of the search window as you make your selections. This inf
mation is also added to the History window after a search is complete.

1. From the Search menu, choose Vital Statistics.
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Figure 4-12: Vital Statistics Search Window

2. Select a vital statistic from Vitals Search Options list.
3. Enter the appropriate search code or limit in the Search group.

Note Vital statistics can be specified either by code (suéhfasyes,N for no) or limits (such as
low age and high age). Appropriate search conditions are available for each vitals search option.

4. Use the Vitals Search Options, Age at first (event) and Age at last (event) to choose any event you
wish. For instance, you can choose Age at first (event) from the Vitals Search Options and then selec
an event type included in your project from the Possible Events list. Enter the age to be searched in th
limit box.

5. Complete the search as described on page 62, “Steps for Completing a Search.”
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Grouping

The Grouping option merges search lists generated through the individual search routines. Use the Grouping
List to hold only the names of individuals on whom you want to focus. It can also be used as a basis for
printed reports and new projects. Each search window has a Group button that replaces the Grouping List
with the results of the selected search. Use the Grouping window to merge the contents of several searches.

1. From the Search menu, choose Grouping.
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Figure 4-13: Grouping Window

2. Select a search routine from the Individual Search list. The Individuals In group displays the number
of individuals in each of three categories:

» Selected Search- Displays the number of individuals in the search routine selected from the Search
list

» Entire Project— Displays the total number of individuals in the project

» Grouping List— Displays the number of individuals in the current Grouping List

Note You must run a search in the selected routine before you can add it to the Grouping List. The
number of individuals found in the selected search appears next to Selected Search in the Individuals
In group. If this number is zero, a search has not been run and a Grouping List cannot be created.

3. Click History for Selected to see a summary of how the results were obtained for the selected search.
4. Check the Invert Selected box to include all individuals not in the selected search.
5. Select one of these options from the pop-up menu for the resulting search list:

» Replace grouping list with selected kst Starts a new search list. This option replaces an existing
search list with the results from the current search list. Individuals already in the list are removed, and

the new list is saved.
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Add selected list to grouping list Builds a composite list from two or more searches. This option
adds the results of the current search to an existing search list. For example, if five individuals are
already in the list from a previous search, and seven new individuals are found and saved with this
option, the new list will contain twelve individuals.

Remove selected list from grouping HstNarrows an existing search list. This option removes the
results of the current search from an existing search list. If five individuals are in an existing list, and
two individuals from a new search are already in that list, they will be removed. The new search list
will contain three individuals.

Keep in selected list and groupirg Matches items in an existing search list. This option keeps the
results of the search if they are already in the existing search list. If five individuals are in an existing
list and a new search finds two who are already in that list, the new list will contain two individuals.

Add spouses to grouping- Adds spouses for all individuals in the Grouping list.

. To check the search without committing the results to the permanent search list, click Preview. Press

Escape to return to the Grouping window.
Click Search to create the Grouping list.

Note Click Results to show the list. Double-click a name to open the Individual Record for that per-
son. Click History to see a summary of how the Grouping List was built. Click Close or press Escape
to close the Grouping window.

Adding an Individual to the Grouping List

You can add an individual to the Grouping List.

1.

From the Search menu, choose Grouping.

2. Click Results to open the Grouping List.
3.
4. Find the person and click OK. The Grouping List will close. Click Results to open the Grouping list

Choose Locate from the Search menu to open the Find Individual window.

again with the individual's name highlighted.

Removing an Individual from the Grouping List

You can remove an individual from the Grouping List.

1.
2.
3.

Open the Grouping List by choosing Results in the Grouping window.
Highlight the name of the individual.
From the File menu, choose Delete Record.

Note This procedure removes an individual from the Grouping List, but it does not delete the person
from the project. When removing an individual from the Grouping List, the change is not reflected on
the list until you have closed and reopened the list.
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Finding an Individual

The quickest, simplest way to find an individual is the following:
1. Click the main name field in the Individual Record.
2. Click the Find button to the right of the Spouse field. The Candidate Individuals window opens.
3. Press the first letter of the first name of the person you want to find to move to that place in the list.
4. Select the individual you want and click OK.
Another way to find an individual is to use the Find Individual window.

1. Choose Locate from the Search menu to open the Find Individual window.
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Figure 4-14: Find Individual Window

2. Type the first few characters of the name (or the record number, if known) and press Enter, or choose
Find to display the first occurrence of that name in your project.

Note If you type a full name, use slash (/) characters to mark the surname. See the next section for
other rules on entering names in searches. If you have typed characters, Find locates all individuals in
the project whose names contain those characters and places them in a list. The first name found is dis-
played in the Find Individual window.

3. Click Find Next and Find Previous to move through the list. To display the entire list and make a selec-
tion, click Show.

4. Highlight the name of the individual you want in the Find list and close the window (click the Close
box or press Escape) to return to the Find Individual window.

5. Click OK to return to the original window with the focus changed to the newly found individual.
A third way to find an individual is to use the View list.

1. From the View menu, choose Individual List and then By Surname.

2. Use the scroll arrows to scroll through the list.

3. Double-click the name you want, or select the name and choose Individual Record from the Build
menu to open that person’s Individual Record.
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Rules for name searches

* Names are not case sensitive—use uppercase or lowercase letters.

« Enter more than one name for a person if you want. For example, if you are looking for John Fitzger-
ald Kennedy in your project, you can tyjpén fitzgerald

« Type either full or partial names. For example, you can lypktto locateJohn Fitzgerald Kennedy

« Use special characters callwdd cards The question mark wild card character (?) is used to represent
a single unknown character. For exam@n finds all those nametbhnor Joan The asterisk (*) is
used to represent more than one consecutive character. For exstpfandsHoward andHomet

Note Wild cards cannot be used in a SOUNDEX search.

« Use forward slash characters (/) to specify surnames. For example, by/sypitigyou find all those
individuals having the surnan@mith If you enter smith without slash characters, Ultimate Family
Tree finds individuals whose names contairithat any place.

» Use braces {} to specify titles. For example, typiBg} finds all those individuals having the tife

Using the Go Menu

The Go menu gives you the ability to move through the individual list and quickly return to recently edited
records. Up to ten individual names are displayed in the Go List. Each time you open an Individual Record
that individual’'s name is placed at the top of the list.

Top

Up List
Down List
Bottom

1 Henry R. /Caulfield/

2 Edith ™. /Caulfield/

3 Margaret M. /Kennedy/

4 Bridget /Murphy/

5 Mary /(----- ¥

6 Richard /Murphy/

7 John /Kennedy/

8 Patrick Joseph /Kennedy/
9 Francis Benedict /Kennedy/
10 Mary Augusta /Hickey/

Figure 4-15: Go Menu

From the Go menu, choose any name in the list to open that individual's record. Choose Go Top to
move to the first person in your project. Choose Go Bottom to move to the last person. Choose Up or Dow
to move the previous or next person in the list. The next person is determined by the order in which you las
opened individual records. If the last individual record you opened resulted from a search, the focus will
change to those individuals in the search list.
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Section 5:

Reports

Ultimate Family Tree provides a wide variety of genealogical charts and reports, from simple lists to fully

indexed and documented books. Many different formats are provided which you can customize to your owr
preferences. Reports are sent to a Rich Text Format (RTF) file that can be imported into most word proces
ing programs, including Microsoft Word and ClarisWorks version 4.0 and later. The Box Chart report is sent
directly to your printer.

In this section you will learn how to:

O Use page setup to set name format and preferences, and to choose fonts and page layout

O

Use print

and to create the following reports:

O

O 0o o0oo0oo0oo o

Title Page

Family Journal (Genealogy) report with pictures
Portrait

Family Tree (Pedigree) report

Ancestor (Ahnentafel) report

Text, Direct Drop, or Indented Descendant report
Box Chart

Relationship List

79
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Free-form text

Family Group report

Individual or Project Summary

Individual, Marriage, Source, and GEDCOM Exception Lists

Mail Lists and Labels

O o oo o O

Tiny-Tafel reports

Rich Text Format

The RTF standard developed by Microsoft describes a method of encoding formatted text for easy transfer

between applications. With the RTF standard, documents composed under different operating systems and

with different software applications can be transferred between those operating systems and applications.
Ultimate Family Tree supports the RTF standard for exporting report formatting, text justification, font

attributes (size, bold, italic, superscript), indexing, footnotes, table of contents entries, headers, and footers. By

using RTF, most Ultimate Family Tree reports can be sent to Microsoft Word or other word processing programs.
The following characters should not be used when entering data:

« \— Used for control codes in RTF files. Do not use the backslash character in Ultimate Family Tree.

« {}— Used for control codes in RTF files. Do not use the left or right curly brace character in Ultimate
Family Tree except to mark a title in a name.

Using the Page Setup Window

To set print options that affect how most reports appear, choose Page Setup from the File menu, and set the
following options:
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Figure 5-1: Page Setup Window (left side)
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* Book Title— Prints in the header on every page. Limited to 25 characters.

+ Name Format— Capitalizes and uses bold text for given names or surnames. Select Surname 1st to
print the surname before the given name.

* Name Preference- Prints the preferred name in reports. Specify your first and second choices for
which names Ultimate Family Tree prints. If your first choice is blank for a given individual, Ultimate
Family Tree uses your second choice. If your second choice is blank, Ultimate Family Tree defaults to
the Main name field (on the Individual Record window). This gives you the option to use a woman’s
married name instead of her maiden name, for example. You can also use aliases or religious names
(entered on the Miscellaneous Individual Information window, accessed by clicking the More button
on the Individual Record window). If a name is entered in the Long Name field of the Miscellaneous
Individual Information window, the Long Name is used on free-form reports such as Family Journal
reports.

Note Some reports, such as the Family Journal reports, override the Name Format selections to con
ply with National Genealogical Society and New England Historic Genealogical Society styles. Also,
the Descendant Box Chart functions independently of the Page Setup window. Use the Box Chart Pag
Setup window and the Chart window itself to select page and formatting options for Box Charts.

* |Index Additions— Adds information to names in the index. Select Include Index to include RTF
indexing codes in reports. Select Birth/Death Years to add birth and death years to names in the inde;
Select Record Numbers to add record numbers.
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Figure 5-2: Page Setup Window (center)

« Page Layout— Sets the page layout in reports. Check Reverse Odd/Even to print the page number on
alternating edges of the page for double-sided printing. Check Preparer to include the preparer's name |
the footer of the report. If you check preparer, select either Name or Name/Address. Check Date to includ
the date in the footer. Check Header/Footer Lines to insert header and footer lines on each report page

« Footnote Style— Prints footnotes in long form, in long then abbreviated form, or in long form first and
then in abbreviated form followed hiyid.



82

SECTION 5: REPORTS

Ch

Tos

Word Processors— Printed reports can be opened automatically by your word processor. Check the
Launch box and specify your word processor by choosing Microsoft Word, ClarisWorks version 4.0
and later, or Generic. If Launch is unchecked, the RTF file is saved in the folder you chose when you
print the report, and you must manually start your word processor to open, edit, and print the report.

Note If you select Generic, your word processor is not launched automatically. The report files are
saved with the file type TEXT, allowing them to be opened in the word processor of your choice.
When Generic is chosen, the Launch check box is inactive.

anging Font Style and Size

elect different fonts for the various components of a report, choose Page Setup from the File menu.

— Fonts
(% Book Title

(' Page Number
(" Chapter Hame
Report components (' Section Hame
(1 Text

(I Small Text

(! Preparer/Date

Font type and size for
selected component

Helvetica,16,R

Change font type and size
@ for selected component

Figure 5-3: Page Setup Window (right side)

The Ultimate Family Tree default fonts are Helvetica and Times. Suggested font sizes for each compo-

nent follow:

Book Title 16
Page Number 12
Chapter Name 14
Section Name 12
Text 10
Small Text 9
Preparer/Date 8
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Specific fonts, font styles, and font sizes can be changed for various components of a report. Postscri
fonts can be used in Ultimate Family Tree reports. However, Ultimate Family Tree determines both the fon
style and size in all List reports. In Family Tree reports, only the font size is set by Ultimate Family Tree—
you can change the font style if you want. The index uses a fixed number of lines on a page. It is designed
use a 9-point font. White space will occur at the bottom of the page if you use a smaller font size. A larger
font size can cause overflow to the next page.

1. Select the report component (for example, Book Title).
2. Click the Fonts button.
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Figure 5-4: Font Dialog Box

Select a font from the Font list.
Select a font style: Regular Italic or Bold.

Select a font size.

Click OK to close the Font dialog box.

N o g &~

Repeat steps 1-6 for each of the remaining report components.

Basic Steps for Printing Reports

Each report window provides options for customizing and tailoring a report to your needs. Ultimate Family
Tree uses the options you set to format and create the reports. Report windows share some or all of the sa
options. The following basic steps are used to print Ultimate Family Tree reports.

1. Before printing a report, set your basic options for printed reports in the Page Setup window. (See pag
80.)

2. Choose a report from the Reports menu.
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9.

Choose Locate from the Search menu to find the individual you want to use as the focus of the report.
(See page 76 for information on using the Find Individual window.) Some reports, such as List reports,
do not require a focus person.

. Type a chapter title if desired (up to 40 characters).This title is used as the chapter name and appears at

the beginning of the report.

. Set the available options for customizing the report.

Enter a number in the Generation limit field (if available) to limit the number of generations included
in the report.

To include an introduction in a report, check Introduction, and then click Intro Text to open a free-form
text window where you can write introductory text for the report or chapter. The text window consists
of an area for entering text and a set of buttons for formatting the text. (See page 35 for more informa-
tion on formatting text. See page 37 for information on using the import button if you want to import
introductory text from an external text file.)

. To use a subset of the individuals in your project, locate and list individuals in your project that meet

your criteria and add them to the Grouping List. You can then use the options in Grouping to limit your
printed reports to those individuals in the Grouping List. Check the appropriate boxes to include the
following options:

Use List(in the Grouping box) — Prints a report which includes only those individuals who are in the
Grouping List.

Add Asterisk— Prints a report including all individuals but with an asterisk to indicate those in the
Grouping List.

Note The Grouping option is available in Family Tree (Pedigree), Descendant, Relationship, Family
Group, and List reports.

Click Print on the report window or preigs -P.

If you check the Launch box in Page Setup, the word processor you specified will open.

1.

2.
3.

Edit and/or print the report. Refer to the user’s guide for your own word processor for information on
editing and printing.

Choose Save to save the report as a Rich Text Format file.

Enter a file name.

If you choose Generic in Page Setup as your word processor, or did not check Launch, a Save As window
opens.

1.
2.

Type a file name for the report file, select the folder where you want to save it.
Click Save.
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Preparing to Print a Book

Before printing the first page of your book, you should prepare an outline. It does not have to be elaborate;
simple list of the reports, in order, will do. This is also the time to make decisions about what other informa
tion to include and where to place it. Use your outline to keep track of formatting and to make other notes t
yourself for printing. Here is a sample outline:

 Title Page

» Table of Contents

* Introduction

« Family Tree (Pedigree) Report

* Map (two page spread, start on left page)
* Reverse Register Report

» Relationship List

¢ |Index

Suggestions on Style

Two of the most common ways to arrange genealogical records in a boolaacestral ordemanddescen-
dant order

Ancestral-Ordered Book  An ancestral-ordered book is the history of an individual back to his or
her distant ancestors. Many people choose to prepare a book about parents or grandparents, and include
complete history of their family or just a portion of it. Here is a typical format:

« Title Page

 Table of Contents

« Introduction (Text Report)

« Family Tree (Pedigree) Report for the person the book is about
« Reverse Register Report (Family Journal Report)

« Ancestor (Ahnentafel) Report

« Relationship List Report

» End Notes

* Index

Descendant-Ordered Book A descendant-ordered book singles out an ancestor and traces his or
her children, grandchildren, and all other documented descendants to the present day. If you choose this f
mat and have a large family, you might find there is so much information to be presented that you should
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divide the book into separate volumes (one or two children of the ancestor per volume). Here is a possible
format:

 Title Page

» Table of Contents

* Introduction (Text Report)

« Descendant Report

» Register Report (Family Journal Report)
» Relationship Report

» End Notes

* Index

Note The table of contents and index are generated by your word processor based on the codes
embedded in the RTF reports. You can customize your reports by changing margins, moving text,
rewriting sentences, and adding pictures. Any page numbering changes are reflected in the table of
contents and index subsequently generated by the word processor.

Title Page Report

The title page normally contains the book title, subtitle (if applicable), author, publisher, date, and location
of publication. To open the Title Page window, choose Title Page from the Reports menu.

Titlis P
e |
sustitte: | [_peme.. ]
[ [ Titie Page Tent} gl;iﬁlgop% text window

Figure 5-5: Title Page Report Window

The following fields are available in this window:

« Title — Enter the title of the book in this field (up to 40 characters). For example, you might title your
bookThe KennedysThe title prints in a large font centered in the upper third of the page.

« Subtitle— Enter a subtitle for the book (up to 48 characters). For exampmd)escendants of Joseph
Patrick KennedyThe subtitle prints below the title in a smaller font.
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« Title Page Text— When chosen, this check box opens a free-form text window where you can enter
text to be printed on the title page. You can include the preparer’'s name, the date the book was writter
publisher information, or any other text.

Note The Title Page Text is printed centered at the bottom of the title page. The text can be formattec
as bold, italic, and/or underline. To create a new paragraph, leave a blank line between paragraphs.

Family Journal Report

The most widely accepted formats for publishing a genealogy in the United States are the New England Hi
toric Genealogical SocietyRegisterand the National Genealogical Societyiedified Registeplans. You

can use options available in the Family Journal Report window to create either of these formats. The simila
ities between the two are substantial; the differences are slight but significant.

Family Journal Report Styles

Both formatting plans begin with one person. This person is given the number 1, indicating the position of
the first person in this first generation. The children of this progenitor are assigned, in order of birth, a smal
Roman numeral (i, ii, iii). In addition, each child can be given an Arabic number (1, 2, 3) that establishes tha
child’s overall placement in both the specific family and the larger family described in the report. These
numbers (both Roman and Arabic) precede the name. All family members are placed in their respective ge
erations, with generation numbers appearing as superscripts following the first name. In the report, each p
mary person’s name is followed by a back reference, in parentheses. The back reference includes the give
names and generation numbers of each person in the line back to the progenitor.

Here are the differences between the plans:

« In the Register format, only children whose lines continue are given Arabic numbers. In the Modified
Register format, all children receive an Arabic number. In both cases, these numbers are in birth orde
and begin (for the eldest child) with the next number after the last one used in the previous generatiol

« In the Register format, children whose lines continue are clearly identified with an Arabic number. In
the Modified Register format, with all children bearing such a number, a plus (+) is placed in front of
the number to indicate children whose lines continue.

« In the Register format, the main individuals’ names print in bold, uppercase letters. In the Modified
Register format, the main individuals’ names print in bold, upper/lowercase letters.

« In the Register format, notes are embedded in the text. In the Modified Register format, the notes prin
as end notes.
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Printing a Family Journal Report

1. Choose Family Format from the Reports menu.
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Figure 5-6: Family Journal Report Window

Choose one of the following styles:

Modified Registe(National Genealogical Society style, NGS) — Select this style to print footnotes as
end notes, number all children, and a use a plus sign (+) to indicate a child whose line continues. The
main individuals’ names print in bold upper/lowercase letters.

RegisteiNew England Historic Genealogical Society style, NEHGS) — Select this style to include
footnotes as embedded notes and to number only those children whose lines are continued. The main
individuals’ names print in bold, uppercase letters.

3. Choose Section New Page to start each generation on a new page.

After establishing the style of Family Journal report, choose one of the following options to determine
the order in which your data will print:

Descendant— The Descendant Family Journal Report starts with a progenitor (the selected ancestor) and
traces his or her family line to the present. The individual selected is the subject of the first generation.

Family— The Family Report creates a descendant-style report for all families in the project with each
family in a chapter in alphabetical order. Note that an end-of-line progenitor female must have either a
spouse or father entered to be included because the Family Report is based on male surnames.

Reverse Register The Reverse Register Family Journal Report starts with a descendant (the selected
individual) and traces his or her line back through all ancestors. The numbering system used in these
reports is the same as that used in the Register or Modified Register, but in reverse. Here you begin
with a selected individual and move backwards in time.
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5. Choose to include any of these options in your report by clicking the corresponding boxes and radio
buttons:

¢ Events — choose to include All Events, Basic Events (Birth, Marriage, Death, and Burial), or No Events
« Event Text (includes text entered for events)

« Estimate Missing Births (estimates the birth date from other events when no birth date is available)

¢ Indiv Record Number (includes the individual record number)

 Indiv Reference (includes the reference data entered in the Reference field of the Individual Miscella:
neous window)

 Indiv Text (includes text entered in the Individual Biographical Text window)

» Flags (includes individual flags entered in the Miscellaneous window)

« All Spouse Data (includes all data entered for spouses)

« Parent Images (includes the preferred image for all main individuals in the report)
« Child Images (includes the preferred image for all children in the report)

« Introduction (includes text entered after clicking Intro Text)

6. Enter number of generations to allow in the report in Generation Limit.

7. Print the report. (See page 83 for basic steps for printing reports.)

Ancestor Reports

Ultimate Family Tree provides two kinds of ancestor reports, Family Tree (Pedigree) and Ancestor (Ahnentafel).

Family Tree (Pedigree) Chart

The Family Tree Chart graphically traces ancestral lines back through an individual’s parents, grandparent:
and so on. In Ultimate Family Tree you can print four generations on each page of a report. You can also
print a blank Family Tree Chart.

The Family Tree Chart allows room for a variety of data. Information on a Family Tree Chart includes
the date and place of the birth, death, marriage, and resides events for each individual. If dates and places
unknown, the corresponding line on the chart is blank.

A number is associated with each person’s position on the Family Tree Chart. These numbers are a re
erencing system to keep track of a pedigree that fills more than one page. The Family Tree Chart can extel
back 54 generations. For a line that continues past the last generation on a page, Ultimate Family Tree prir
a “continued on later chart” reference.

To print a Family Tree (Pedigree) Chart:

1. From the Reports menu, choose Ancestor, and then Family Tree.
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Family Tree (Pedigree) Chart Window

Check Use List to include only those individuals in the Grouping List.

Check Add Asterisk to print an asterisk next to the name of each individual in the Grouping List.
Select Blank Report to produce a Family Tree Chart form for use in research.

Check Omit Redundant Ancestors, if desired. (Redundant ancestors occur when cousins marry.) If

Omit Redundant Ancestors is checked, the first occurrence of a redundant ancestor includes all of his
or her information. Any recurrence of the redundant information is referred back to the first occur-
rence, by citing the previous chart, and the redundant line is not continued.

6. Print the report. (See page 83 for basic steps for printing reports.)

Space available for names is limited in the Family Tree Chart. If necessary, Ultimate Family Tree
shortens names by abbreviating the middle names, one at a time, and then the first name, until the name fits

in the available space.

Abbreviations for events included in the report print before the event:

e b. birth
e d. death
e m. marriage

° I

resides (prints if the person has a resides event or is still living)

Ancestor (Ahnentafel) Report

An Ancestor Report is a Family Tree Chart in text rather than graphic form. The Ancestor report lists ances-
tors for up to 50 generations. All ancestors included in the Ancestor report are given a number from the
Ahnentafel system. In this system, a unique number is assigned to each position in the pedigree regardless of
whether or not a person is occupying that position. Ahnentafel numbering assigns the number 1 to the start-
ing individual. The father's number is two times his child’s number, and the mother’s number is two times

her child’s number plus one.
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With these position markers you can quickly determine exactly how any person on the chart is relatec
to the starting person. For example, the label, great-great-grandfather, reveals that the ancestor is four ger
ations back and is male. A great-great grandfather can be any one of eight people. Ahnentafel number 26,

however, is the maternal grandfather's mother’s father (for the selected individual).

To print an Ancestor (Ahnentafel) Report:

1. From the Reports menu, choose Ancestor, and then Ancestor Report.
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Figure 5-8: Ancestor Report Window

Check to include
on report

2. In the Events group, choose whether or not to include the individual’'s events on the report, or choose
to create an abbreviated Ancestor report that contains only Ahnentafel numbers, names, and dates o

birth and death.

Note If you select Birth/Death Dates or No Events, the option to include Event Text cannot be

selected.

3. Check to include options in the Other group, or to add an introduction.

4. Print the report. See page 83 for basic steps for printing reports.

Descendant Reports

Ultimate Family Tree provides four different styles of descendant reports: Indented, Text, Direct Drop, and

Box Chart.

Indented Descendant Report

The Indented Descendant Report window prepares a descendant chart that starts with the progenitor of a
family line and follows all descendant lines to their ends. Each generation is indented from the previous gel
eration. Up to 16 generations can be included.
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1. From the Reports menu, choose Indented Descendant.
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Figure 5-9: Indented Descendant Report Window

2. Choose to include any additional options from the Contents group. Check Other Spouses to include
spouses from marriages with no children.

3. Check Use List to include only those individuals in the Grouping List.
4. Set the number of generations (up to 16) for the report.

5. Enter a number in the Extra Indent box (from 1 to 10) if you want to increase the number of characters
that each generation is indented for ease of reading. When Extra Indent is 0, generations are indented
three characters. This option is useful when there are only a few generations or when names are short.

Note The space for names is determined by the options selected to be printed: generation number,
birth and death dates, and record numbers. If a name does not fit in the available space, Ultimate Fam-
ily Tree shortens the name so it will fit. If a common name has been entered in the Miscellaneous
Information window, that name is used to shorten.

6. Print the report. See page 83 for basic steps for printing reports.

Descendant Text Report

The Descendant Text Report is a descendant report in text style that offers several generation numbering
styles: Generation Number, Henry Number, Modified Henry, and D’Aboville. Information included in the
report is dependent on the options chosen in the report window.

1. From the Reports menu, choose Descendant Text.

2. Choose a numbering style:
» Generation Number The generation number for each descendant is included with his or her name.
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Figure 5-10: Descendant Text Report Window

Henry Numbering System A genealogical numbering system where the progenitor, or a selected
individual, is given the number 1. The oldest child is number 11, the next child the number 12, etc. The
oldest child of number 11 is number 111, the next is 112, etc. When there are more than nine childrer
the numbers are placed in parentheses.

Modified Henry Numbering System A genealogical numbering system that is similar to the Henry
system except that instead of using 10, 11, 12 in parentheses for the tenth, eleventh, and twelfth chil-
dren, the letterd, B, andC are used. If there are more than 35 children, lowercase letters are used, for
exampleg, b, ¢, for the thirty-sixth, thirty-seventh and thirty-eighth children.

D’Aboville Numbering System A genealogical numbering system where the progenitor, or selected
individual, is given the number 1, the first child is given the number 1.1, the second child is given the
number 1.2, etc. This system is similar to the Henry Numbering System, except that each individual
number includes periods to separate generations. For example, 1.2.2 indicates that an individual is tf
second child of the second child of the progenitor for this family line.

. Choose one of the options in the Events group to determine which events will be included in the
report: All Events, Basic Events (Birth, Marriage, Death, and Burial), or No Events.

. Include additional options from the Other group.

5. Include only individuals found in the Grouping List by checking Use List. See page 74 for information

on grouping.
. Choose Add Asterisk to add an asterisk to individuals in the report who are in the Grouping List.

. Print the report. See page 83 for basic steps for printing reports.
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Direct Drop Descendant Report

The Direct Drop Descendant chart shows how two people are connected through a direct line. It starts with
an ancestor and traces his or her direct family line to any descendant you choose.

1. From the Reports menu, choose Direct Drop.
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Figure 5-11: Direct Drop Descendant Report Window

2. After choosing a start person, click the Choose button to open the Choose Descendant List window.
The list includes the starting person and descendants.

3. Select the descendant you want as the ending person on this report, then double-click the name or
close the Choose Descendant window by pressing Escape or clicking the Close box.

4. Choose to include any additional options from the Contents group: Record Number, Birth and Death
Dates, and introduction.

Note The space for names is limited. If a name does not fit in the available space, Ultimate Family
Tree shortens the name so it will fit, abbreviating middle names (one-by-one) and finally the first
name.

5. Print the report. See page 83 for basic steps for printing reports.

Note If you choose to include introductory text, the Direct Drop report starts on the next full page.

Descendant Box Chart

Ultimate Family Tree includes an option to print a beautiful family tree or Box Chart as either a page to be
included in a family history book, as a wall chart, or as a web page. There are many styles, fonts, and border
options from which to choose to customize a unique chart. The contents of charts can be edited and saved for
future sessions. Up to 16 generations of descendants can be included. This report is sent directly to your
printer rather than saved to an RTF file.
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Creating a New Box Chart

1. From the Reports menu, choose Box Chart.
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Figure 5-12: Descendant Box Chart Window
2. Click New in the Open Chart group. The New Chart window opens.
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4. Type a name of up to eight characters in the Chart Name field. This is the control name that appears

[ Use List

|

Contents

Desiin... :

Generation Limit:

the Charts list.

5. Type atitle (optional) for the chart in the Chart Title field (up to 39 characters). This title appears at the
top of the chart window and can be included on printed charts.

Figure 5-13: New Chart Window

Press@8 -L to locate a new starting person for the report.

Design box chart

6. Enter a number in the Generation limit field if you want to limit the number of generations to be
included in the chart.

7. Choose Use List if you want to limit the report to only those individuals in the Grouping List. Use
Ultimate Family Tree search routines to locate and list individuals in your project who meet your crite-

ria, and add them to the Grouping List. See page 74 for information on grouping.

8. Click Design from the Contents group to open the Box Chart Design window.
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Figure 5-14: Box Chart Design Window

9. Choose the options you want included in the chart. The sample window in the lower-right corner dis-
plays how the chosen options will appear in the boxes on the chart.

10. Select any of the following options from the pop-up menus in Event Line 1 and Event Line 2 groups:
« Blank— Leaves corresponding event line blank
e Line— Includes a line in place of corresponding event data
* Birth — Includes birth event data on event line 1.
» Death —Includes death event data on event line 2.
« Birth and Death Dates— Includes birth and death dates on corresponding event line
 Birth and Death Years- Includes birth and death years on corresponding event line

« Selected Event (Firsty- Includes event chosen from Events list. Select this option and click the
Events button. Select the event you want included in the report and click OK. Only the first occurrence
of the selected event is used.

« Date— Includes only the date for selected event

« Place— Includes only the place for selected event

« Date and Place— Includes date and place for selected event if checked

Note The birth and death dates and years options override selections in the Dates group.

In the Marriage group, choose from these options:

« Blank— No marriage information

« Marriage Date— Marriage date

« Marriage Date and Place— Date and location of marriage

« Include Other Spouses- Includes other spouses for whom there are no descendants
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In the Dates group, choose from these options:

Year— Year of the selected event

Short— Day, month, and year of selected event

Structured— Date from structured date field, including the date modifier
Long— Free-form date for the selected event

Note The Dates group options are not used if the Birth and Death dates or Birth and Death years
options are selected in the Event Line 1 or 2 groups.

In the Event Name group, choose from these options:

None— No name or abbreviation for the event
Short— Short version of event name before event data (e fpr, birth)
Medium— Medium abbreviation of event name (eljr,for birth)

Long— Long version of the event name

In the Places group, choose from these options:

11.
12.

13.

First and Last— First and last levels of a place name (normally city and state)
Last Two— Last two levels of a place name (normally county and state)

Full — Full place name

Modifier — Place modifier (e.gin)

After making your selections, click OK to return to the New Chart window.

Click OK in the New Chart window to open the Chart window you have designed.

Note The Box Chart Design sets the overall design of a chart. Once the chart is created, the basic
design options cannot be altered. However, changes, additions, and customizing details can be made
from the Descendant Box Chart window, the Box Chart Page Setup window, and on the Box Chart
itself. These changes are reversible.

Choose Exit from the File menu to return to the Descendant Box Chart window.

Preparing a Box Chart for Printing

1.
2.

From the Reports menu, choose Box Chart.

In the Descendant Box Chart window, choose whether you want to print a chart that will fit on a stan-
dard page and can be included in a book, or one that is designed to be displayed on a wall, by selectir
either Book or Wall Chart in the Chart Setup group. Choose Book to print charts with the Ultimate
Family Tree headers and footers, or choose Wall Chart to print charts without headers and footers.

Select the chart you want to print and click Existing.
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4. From the File menu, choose Page Setup.

Note If Page Setup is dim, uncheck HTML Mode in the Chart menu.
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Figure 5-15: Box Chart Page Setup Window

5. Select a paper size from the Paper Size pop-up menu.
6. Choose to print the chart in either Portrait or Landscape mode.
Note Selections made in the Box Chart Page Setup window are used only for printing box charts.
They do not affect the default printer settings.
7. Set the margins for the box chart.
Note This is particularly useful if you are printing a wall chart. Be aware that some printers (Laser-
Writers, for example) will not print on the outer edges of the pages. In these cases, setting the margin
to less than 1/4 inch will not be reflected on the printed page.
8. Click OK to return to the chart.
9. From the Chart menu, select one, two, or no events for the chart you want to print.
10. Choose whether or not to include individual record numbers on the printed chart by selecting Record
Numbers in the Chart menu.
Note To further customize the chart, see the Chart Window section below. The original Box Chart
Design sets the overall design of a chart. Once the chart is created, the basic design decisions cannot
be altered. However, changes, additions, and customizing details can be made from the Box Chart
Page Setup window, and on the Box Chart itself. These changes are reversible.
11. With the selected chart open, choose Print from the File menu.
Chart Window

Use the options in the Chart menu to modify the displayed chart. Use Graphics to change the overall design
of the chart, Colors to make color selections, and Fonts to change the fonts used.
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Graphics You can select the number of boxes to be printed across and down on each page, the box

border style, the line thickness between boxes and around the outside of the report, and the footer positior
for the chart title.

1. From the Charts menu, choose Graphics to open the Select Graphics window. In the Page Layout
group, select the number of boxes to be printed across and down on each page.
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Figure 5-16: Select Graphics Window

Note The number of boxes per page in the list depends on the page size and orientation choices
made in the Page Setup window.

2. In the Box Style group, select the style of box you want for the chart. The options include: Plain,
Notched, Fancy, Ovolo (concave corners), Cavetto (rounded corners), and None.

3. Select the size of the lines that connect descendants by choosing the appropriate radio button in the
Line Width group. Measurements are in points (72 points = 1 inch).

4. Select the size of the lines that connect spouses by choosing the appropriate radio button in the Mar
riage Line Width group.

5. Select a border for the entire chart by choosing the appropriate radio button in the Chart Border grou
6. Edit an existing chart name or enter a new chart name in the Text field of the Title Position group.

7. Choose the placement of the title by choosing the appropriate radio button in the Title Position group
The title can be left justified, centered, or right justified. Choose None if you do not want a title printed
on the chart.

8. Click OK to close the Select Graphics window.
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Fonts From the Chart menu, choose Fonts to open the Select Fonts window where you can make font
and formatting choices.
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Figure 5-17: Select Fonts Window

Available choices include:

~

Record Number— The unique identifier for each individual.
Event— The text for included events.

Given Names— The given name for each individual.
Surnames— The surname for each individual.

Chart Title— The title you have selected for the report.

Chart Legend— The key for color selection in the box chart.
Select a field from the Text Item list.

Choose the Change button to open the Font selection window.
Select a font from the pop-up menu.

Select a font size for the selected field.

Select Regular, Italic, Bold, or Bold Italic from the pop-up menu to print the selected data in the style
format of your choice.

. Repeat steps 1-5 for each data item you want to change.

Note Use narrow fonts to allow more information to be included in each box. If the font size is too
large, the names and events will print outside the box. Choose Separate Surname from the Chart menu
to print the given names and surnames on separate lines. Choose Auto Edit Text from the Chart menu
to automatically truncate names to fit inside the boxes.

. Click OK to close the Select Fonts window, and click OK again to return to the chart.
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Colors From the Chart menu, choose Colors to open the Select Colors window where you can select

colors for the various boxes. For example, you can choose to have boxes for males in red and boxes for
females in green.
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Figure 5-18: Select Colors Window

Four color options are available: black, red, green, or blue. If a color is not selected, the default is black.

1.
2.
3.

Select a field from the Flag list such as Male, Female, or Spouse.

Select a color for this field in the Color list.

Click the arrow button next to the associated field: First, Second, or Third.
Note The First color option overrides the Second and Third color choices.
Repeat steps 2 and 3 for the remaining color options.

Check the Legend box to include the color legend on the chart.

Click Close to view the changes on the chart.

Additional Options for Display

1.

From the View menu, choose Screen settings to open the Screen Settings window.
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Figure 5-19: Screen Settings Window
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2. Select an option from the Zoom display list to change the zoom factor for the chart.
3. Check Rulers to display ruler guides for the chart.

4. Check Page Layout to display page boundaries and numbers. The page layout depends on the choices
made in the Page Setup window. You can also choose the Rulers and Page Layout Lines menu items on
the View menu.

5. Click OK to close the window.

Printing a Chart

1. With the chart open, choose Print from the File menu.

2. Select All to print all pages, or select From and enter the page range.
3. Click OK to print the report.
4

. Choose Exit from the File menu to close the chart.

Deleting a Chart
1. In the Descendant Box Chart window, select a chart in the Charts List.
2. Click the Selected button in the Delete Chart group.
3. If you want to delete all charts, click All in the Delete Chart group.

Relationship List Report

The Relationship List report provides a list of everyone in the project related by blood to a specified individ-
ual. Grouping allows you to customize the list. You could list those individuals with a specific SOUNDEX
code, for example, or show those who are male and who were married more than once.

Relatives are listed in order of degree of consanguinity, which is the number of steps in a family tree
between people. Ultimate Family Tree calculates the relationships for this report through 16 generations.

1. Choose Relationship List from the Reports menu.
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Figure 5-20: Relationship List Report Window
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2. Include any additional options from the Contents group.

3. Print the report. See page 83 for basic steps for printing reports.

Text Report

The Text Report allows you to create a free-form text report such as an appendix or an introductory chapte
for your book. This report can include a header, footer, and title.

1. Choose Text from the Reports menu.
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Figure 5-21: Text Report Window

2. Type actitle for the Text report and click the Text button to open an Edit Text window.

3. You can type up to 65,000 characters of text. Click Import in the Edit Text window to import a text file.
See page 37 for information on importing text. The indicator next to the Text button is green when text

is present.
4. Click Print. See page 83 for basic steps for printing reports.

Portrait Report

The Portrait report prints an image and text connected to the image. Ultimate Family Tree prints black-and
white and color images if your printer supports color.

Printing a Portrait Report
1. Choose Image Portrait from the Reports menu.

2. Select the Image you want to print from the Digitized Images list. The name (if used) of the selected
image is displayed at the top of the window.
3. Check the Caption and Description boxes to include the caption and description you entered for that

image in the Media Library. If you have not entered a caption or description in the Media Library, you
can do so at this time. Captions and descriptions entered here will not be saved in the Media Library.
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EO=—————— Portrait Report
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Figure 5-22: Portrait Report Window
4.

If a caption has been entered, choose Top or Bottom to select the paosition for the caption. The caption
should be limited to 50 characters or fewer.

Note A caption must be selected to activate the Top and Bottom options.

5. Print the report. See page 83 for basic steps for printing reports.

Family Group Report

The Family Group Report contains detailed information about a family unit (father, mother, and their chil-
dren). The Family Group Report is useful during the research phase of a genealogical project because it pro-
vides a ready reference to facts about the family. You can use options on the Family Group Report window to

customize the form depending on your needs. Ultimate Family Tree provides an option to print a blank Fam-
ily Group Sheet for research purposes.

1. Choose Family Group from the Reports menu.
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Figure 5-23: Family Group Report Window
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. Choose Locate from the Search menu to find the starting individual.

Note To print a blank Family Group report, check Blank Report.

. Choose from the following options:

Basic— Includes only Birth, Marriage, Death, and Burial events on the report.
Extended— Prints all applicable events.

Break Child Blocks— When not checked, moves the block of information for a child to the next page
if the entire block does not fit on the current page. Ultimate Family Tree does not move the block if

doing so leaves more than 15 blank lines at the bottom of the page. When checked, splits blocks of
child information across page boundaries to reduce white space.

Mother/Father— Prints Mother and Father labels instead of Wife and Husband.
Place Modifiers— When checked, the report includes the place modtifier
Preparer Info— Includes Preparer relationship information in the report.

Note To include the preparer name and address in the footer of the report, check Preparer in the Pac
Setup window. When Preparer Info is selected as an option, the preparer relationship information
includes the relationship of the preparer to the husband and wife. Only blood relationships are
included, not relationships by marriage. The preparer relationship information prints above the footer
on the first page. If the researcher’s individual record number is entered in the Researcher # field in th
Project Information window, the blood relationship to the husband and wife is shown. If you do not
want the relationship to show, en€ein the Researcher # field.

. Choose one of the options from the Family section:

Selected— Prints a single Family Group Report for the selected individual

Plus Descendants- Prints Family Group Reports for the selected individual plus his/her descendants
Plus Ancestors— Prints Family Group Reports for the selected individual plus his/her ancestors.

All — Prints Family Group Reports for every individual in the project

Note If you select Plus Descendants, Plus Ancestors, or All, use the Grouping option. You should
complete a Vital Statistics search for those individuals who are married and/or have children. Move
this search into the Grouping List and choose Use List in the Grouping section on the Family Group
Report window. By using these features, Family Group Reports will be printed only for those individ-
uals who are married and/or have children.

. If you choose Plus Descendants or Plus Ancestors in step 4 and want to set the number of generatio
to print, enter the number in the Generation limit field.

. Choose any additional options from the Other group.

. Choose one of the following options in the Child Marriage group:

First (print only the first marriage for each child)

Last (prints only the last marriage for each child), All (prints all marriages for each child)
None (excludes child marriages)
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8. Check the Research box to print a research version of the report. Research notes entered in the Individ-
ual Record Text and the Event Text window print as text if the Individual Text and the Event Text
options have been selected.

9. Print the report. See page 83 for basic steps for printing reports.

Note If an individual has more than one spouse, Ultimate Family Tree asks you to select one of the
spouses from a list. Single Family Group reports contain vertical lines to separate columns of informa-
tion. Multiple Family Group Reports do not use vertical lines.

Individual Summary Report

The Individual Summary provides a comprehensive report for individuals in your project. You have the
option of including any or all of the information that you've entered for selected individuals. By using the
Grouping List, you can create a customized report for whatever purposes you need. All information except
footnotes is included.

1. From the Reports menu, choose Summary, and then Individual.
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Figure 5-24: Individual Summary Report Window

2. Choose Locate from the Search menu to find the individual for whom you want to print the report.
3. Choose the options you want to include in the summary.

Note To print multiple Individual Summary reports, place the individuals in the Grouping List and
check Use List in the Grouping section of the report window. See page 74 for information on using the
Grouping window.

4. Print the report. See page 83 for basic steps for printing reports.
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Project Summary Report

The Project Summary Report contains comprehensive information on the current project. This report can
include the project information, a file list, project statistics, and a system summary.

1. Choose Project from the Summary submenu in the Reports menu.
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Figure 5-25: Project Summary Report Window

2. Include any of the options by checking the appropriate boxes.
3. Check Introduction and click Intro Text to enter an introduction.
4. Print the report. See page 83 for basic steps for printing reports.

The following information is provided in the Project Summary report when the System Summary
option is selected:

» Processor— The microcomputer chip detected by Ultimate Family Tree.

» Graphics Card— The graphics card or system detected by Ultimate Family Tree.

« Default Volume— The partition where the Ultimate Family Tree application is located
 Folder— The current folder.

 Start Folder— The folder where Ultimate Family Tree was started.

» Disk Size— The size of the default volume.

List Reports

The List Reports create tables of information for individuals, marriages, and sources. They also print mailing
lists or mailing labels, and provide a list of the data not transferred into Ultimate Family Tree via a GED-
COM file. For more information on GEDCOM, see page 145.
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Individual, Marriage and Source List Reports

1. Choose Lists from the Reports menu, and then choose Individual, Marriage or Source from the sub-
menu.

ju | Individial Lis1 Aapai
crapr Tt |
PFrimi I
el L Felened Ty
[~ Skip ak Coll
[~ Limm MemBmra P
™ takrednctian Fonk 38
r W small
7 Hedinm
Gt rg I~ lmrgs
Indesaighs |50 L L
[ uae Liak ol lht O
Imser [ #edd hatariak Col Laft 140

Figure 5-26: Individual List Report Window

2. To select the items to include in the report, double-click each item in the Field List (or highlight each
item and press Return). To insert a selected field from the Field List into the selected list, select the
field below which you want the first field to be. Click the insert button. When fields are added to the

Selected list, the Columns Used display is updated.
The fields print in the order shown in the Selected list. To remove an item from the Selected list
using the mouse, double-click the item. Using the keyboard, select the item and press the Return key to

remove it.
Note The Level 2 category for Birth and Death place names is generally used for the county.

3. Check the Skip 1st Col box to omit the first column in the Selected list from printing. This gives you
the ability to sort the list on the first column field, but not actually print the first column information.
You can then attach many reports side-by-side that are sorted using the same field without having to
print the redundant column over and over.

4. Check the Line Numbers box to include them to the left of the first column.
5. Select one of the following font size options:

« Small— Allows the most information to be printed on a single page

* Medium— Uses a larger font size and therefore prints fewer columns

» Large— Uses the largest font size and prints the least amount of information

Note Selecting a font size determines the number of columns available for the report. The smaller
the font, the more columns you are able to print.

6. Print the report. See page 83 for basic steps for printing reports.
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Mail List Report

The Mail List Report contains a complete or selected list of mailing addresses and phone numbers for indi
viduals in your project. This list can be formatted and printed as mail labels. You enter mailing addresses an
phone numbers for an individual in the Miscellaneous Individual Information window opened through the
Individual Record (see page 46).

1. From the Reports menu, choose Lists, and then Mail from the submenu.
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Figure 5-27: Mail List Report Window

2. Select the order in which you want the addresses to be printed in the Order group.

Note The name entered in the addressee field can be different from the name in the Individual
Record window, such adr. and Mrs. Thomas Smithstead oNancy SmithUItimate Family Tree

does not differentiate between first and last names in the Mail Label wiktoand Mrs. Thomas
Smithwill print in the mail list beforé&Nancy Smithif the Label Name radio button is selected, because
M comes befor&\ in the alphabet.

3. Choose Report Format to print the mail list as a report page, or choose Label Format to print on mail
labels.

4. Enter atitle you want to be printed at the top of the mail list. This field is available only when Report
Format is selected from the Format group in this window.

5. Toinclude introductory text in your report, check the Introduction box, click the Intro Text button, and
enter the text in the Edit Text window. These options are available only when Report Format is
selected.

6. Print the report. See page 83 for basic steps for printing reports.



110 SECTION 5: REPORTS

GEDCOM Exceptions List Report

The GEDCOM Exceptions List prepares a list of data that did not transfer into Ultimate Family Tree via a
GEDCOM import. You can also view the missing data on screen by choosing Project from the Utilities menu
and GEDCOM Exceptions from the submenu to open the GEDCOM Exceptions window.

1. After importing a GEDCOM file, choose Lists from the Reports menu and GEDCOM Exceptions
from the submenu.
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Figure 5-28: GEDCOM Exceptions Report Window

2. To select the items to include in the report, double-click each item in the Field List (or highlight each
item and press Return). To insert a selected field in the Field List above the selected field in the
Selected list, click the Insert button. When fields are added to the Selected list, the Columns Used dis-
play is updated.

The fields print in the order shown in the Selected list. To remove an item from the Selected list
using the mouse, double-click the item in the Selected list. Using the keyboard, select the item and
press the Return key to remove it.

3. The choices in the Field List include:

« File Position— The position in the GEDCOM file (humber of characters from the start) where the
exception is located

* Level— The level number of the excepted item in the GEDCOM file. For example, the BIRT tag for
an individual is level 1 and the DATE tag under the BIRT tag is level 2

» Error Tag— The GEDCOM tag to which the exception belongs, such as PLAC or DATE
« Error Text— The text or information that did not import into Ultimate Family Tree

* Indiv No— The individual record number in Ultimate Family Tree for the individual associated with
the exception

« Event Type— The name of the event in Ultimate Family Tree (such as Birth) that is associated with
the exception
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4. Check the Skip 1st Col box to omit the first column in the Selected list from printing. This gives you
the ability to sort the list on the first column field, but not actually print the first column information.
You can then attach many reports side-by-side that are sorted using the same field without having to
print the redundant column over and over.

5. Check the Line Numbers box to include them to the left of the first column for this report.
6. Select one of the following options for font sizes:

« Small— Prints the most information on a single page

¢ Medium— Uses a larger font and therefore prints fewer columns

» Large— Uses the largest font and prints the least amount of information

Note The selection you make determines the number of columns available for the report. The
smaller the font, the more columns you are able to Zimli{Pageindicates the number of columns
available at the selected font sigml Usedindicates total columns used when selections are made
from the Field ListCol Leftindicates the number of columns still available.

7. Choose Print in the report window. See page 83 for basic steps for printing reports.

Tiny-Tafel Report

The Tiny-Tafel Report is a shortened version of an Ancestor (Ahnentafel) list. The report contains one line o
text for each family line. It also contains the surnames, time periods, and locations represented by that famil
line, plus codes to signify the degree of interest in receiving information about the ancestors or descendan
of that line.
Every family consists of a number of family lines. A Tiny-Tafel family line starts with an ancestor

(with a particular surname) for whom you have assigned an Ancestor Interest (Al) level and extends forware
in time to all descendants for whom you have set a Descendant Interest (DI) level. These interest levels ar
assigned in the Miscellaneous Individual Information window from the Individual Record.

Note If more than one DI level is set in a family line, a new Tiny-Tafel line is created. You can have
two or more lines for the same family line with different interest levels.

For Ultimate Family Tree to establish a family line and create a Tiny-Tafel Report, you must set the
Ancestor Interest (Al) level for the earliest ancestor and the Descendant Interest (DI) level for the latest
descendant in a line.

Adding Ancestor and Descendant Interest Levels

You can easily add interest level flags to an existing project. For the Al level, use the Pedigree window to
spot the gaps in your family tree and identify the individuals whose line you want to extend back in time. For
the DI level, use the Descendant window to move forward through a family line and identify the most recent
individuals.
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To get the most out of the Tiny Tafel report, follow these interest level ranking guidelines when setting

the Al and DI levels in your project:

0 — The individual is not used to establish either the Ancestor or Descendant end of a line.

1— No interest, and reliability of the data is marginal, making it of little interest to others, but used to
establish one end of a family line.

2 — Low interest, but contains high quality data that might be of substantial interest to other research-
ers.

3 — Moderate interest, data quality is good or poor.

4 — Highest interest, data quality is good or poor.

1. Choose Individual Record from the Build menu to open the Individual Record window.
2. Choose Locate from the Search menu to find the earliest ancestor in a family line you are interested in.
3. Click the More button, and then click Miscellaneous to open the Miscellaneous Individual Information
window.
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Figure 5-29: Miscellaneous Individual Information Window
4. Enter the Al level.
Note Set the Al level only on the earliest ancestor in a family line you are interested in. Because any
Descendant Interest Level setting higher than 0 will result in a separate Tiny-Tafel line for each indi-
vidual so marked, set the DI level only if you are interested in receiving Tiny-Tafel information for the
selected individual.
5. Click OK.
6. Choose Locate from the Search menu and select the most recent individual in the family line.
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7. Click the More button and then click Miscellaneous.

8. Enter a Dl level.

Note In most cases, a DI level is used to indicate that you are interested in all descendants across ¢
family line, so you can select the most recent individual in the family line for the interest level setting.

9. If you have a gap in a family line, use Al and DI to indicate that you would like to fill in the gap. Set
the DI on the older end of the gap (because that individual’s descendants are missing) to 4, and set tl
Al on the younger end (you want information on that individual's ancestors) to 4.

Printing a Tiny-Tafel Report

1. Choose Tiny-Tafel from the Reports menu.
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Figure 5-30: Tiny-Tafel Report Window

2. Choose one of the Al/DI Threshold options.

Note Eight radio buttons are available to select what appears in the Tiny-Tafel report; four radio but-
tons are for the Al level, and four radio buttons are for the DI level. Select the appropriate radio button
in each column for the lowest interest level to be included in the Tiny-Tafel. If you select 2, then inter-
est levels 2, 3, and 4 are included. If you select 4, only interest level 4 is included.

3. Check the Use List box if you want to use the Grouping List to limit the individuals included in the
Tiny-Tafel Report.

Note To create a Tiny-Tafel for one family line, use the Relationship Search feature to identify the
line, and then add the results to the Grouping List. You can also use the Miscellaneous Search windo
to search for an Ancestor and/or Descendant Interest level, and add the resulting people to the Grou
ing List.

4. Click the Submitter button. A submitter is the person offering his or her selected genealogical data,
along with requests for further information.

5. Enter the submitter’'s name (up to 38 characters). Enter your name exactly as you do when you log o
to a bulletin board system. For example, if youdasten Doefor the bulletin board, do not ugehn H.
Doein the header. This field is mandatory. The report cannot be created if the Submitter name is not
entered. The remainder of the header fields are optional:
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Tiny-Tafel Submitter
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Figure 5-31: Tiny-Tafel Submitter Window

« Address— Your mail address, up to four lines of 38 characters each
« Telephone— Your telephone number, up to 38 characters

« Services— The communication services where you can be contacted, up to 3 lines of 38 characters
each. Generally, these lines will be in the foname of service/login name

« BBS— Enter the name of the BBS you're usinghame of BBS/telephone numfagp to 38 charac-
ters.

« Remarks— Remarks about the Tiny-Tafel. For example, how to send information other than on floppy
disks.

« Disk Format— The disk format that you prefer to exchange information with other researchers. The
Other selection specifies no specific disk format. If you want to receive Tiny-Tafel information by tele-
phone or in writing, state your preference on the Remarks line.

6. Click OK to return to the Tiny Tafel Report window
7. Print the report. See page 83 for basic steps for printing reports.

8. If the Tiny-Tafel is not automatically opened by your word processor, open the Tiny-Tafel RTF file
manually and save the report as a plain text file. You can now upload your Tiny-Tafel to a BBS.
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Putting Your Family History
on the Web

Ultimate Family Tree can create Instant Web Page Family Journals and Descendant Box Charts suitable fc
publishing on the World Wide Web (WWW or Web). The Modified Register Family Journal report format is
used for the Family Journal Instant Web Page. Actual family histories submitted by users of Ultimate Family
Tree can be seen lattp://www.uftree.com

In this section, you will learn how to:

Plan your online family history — style, format, and graphics
Create or identify images in the Media Library you want to use
Specify Preferred Images for each individual

Create the Family Journal Instant Web Page using the Web option
Create the Box Chart Instant Web Page

Preview the Instant Web Page

Register online with Palladium to reserve your Web space

A I A

Upload your Instant Web Page

115
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Cautions

In preparing your Web page, be sensitive to the wishes of other family members who may not want
certain information to be placed on the Web.

Be sure to include your email address so other researchers and family members can contact you.

Remember that genealogical information is only as useful as its documentation. Cite your sources!

Creating an Instant Web Page

A Family Journal Instant Web Page contains the following information:

Family history name as entered in the Book Title field in the Page Setup window

Contact information for the author of the family history including an email link and the researcher's
name, address, and telephone number as entered in the Project Info window.

Link to an optional GEDCOM file for downloading
List of surnames included in the report
Introduction

Family Journal (genealogy) report in the Modified Register format, using Descendant, Family or
Reverse Register

Footnotes and references linked to text in the report

Index of names in the report

Ability to suppress information about living family members

Images connected to the Title, Introduction, or any individual in the report
Audio files in any accepted format. Currently these include .WAV, .AU, and .AlIF

Links to other Universal Resource Locators (URLSs). A URL in the Web Link field of the Miscella-

neous Individual Information window links an individual to any other Internet URL. This link can be

to images, sounds, or other genealogies. For example, you can link John F. Kennedy to a genealogy at
another WWW site. If this genealogy is found at URtp://www.anothersite.com/jfk.htpdnter this

address in the Web Link field for John F. Kennedy. Someone browsing your genealogy can then click
the link to move to the new page for JFK.
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Figure 6-1: Miscellaneous Individual Information Window

A Box Chart Instant Web Page contains the following information:
« A starting individual and his or her descendants up to 16 generations
 Birth and death years (optional) for all individuals listed in the box chart

« Option to suppress information on living people

File Organization

Ultimate Family Tree provides a number of options for saving a family history file. The family history can be
saved as:

* One file
« Multiple files in a single folder
« Multiple files in multiple folders

The option you choose depends on the size of the family history you wish to create and the capabilitie
of the WWW server you will be using.

The main reason to use multiple files is to improve the speed. A large file takes a long time to load,
while small files can be accessed by a browser much more rapidly. The multiple-folder option allows a large
number of files to be divided into separate folders. Use multiple files in multiple folders for uploading to the
Palladium Ultimate Family Tree Web site.
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Multiple File Option
The following files are created by Ultimate Family Tree:

* INDEX.HTM— The main family history file containing the table of contents, surname list, and intro-
duction.

e Innnnnnn.HTM— Files for each main individual in the report. The record humber of the individual
uses the format nnnnnnn, preceded by zero's. For example, a file for a person having record number 8
would be 10000008.HTM.

* SOURCES.HTM- The source citations for the report.
* NINDEX.HTM— The name index for the family history.
 HTMFILES.TXT— A list of files created for this family history.

* name.ZIP— Zip compressed archive when Web option is selected.

Multiple Subfolder Option

Ultimate Family Tree places the main individual files in separate subfolders. The subfolders are created
automatically below the starting folder if they do not already exist. The number of files in each folder can be
set from the Options window, described on page 121. All other files listed previously are located in the start-
ing folder.

The subfolders created by Ultimate Family Tree have the amg wherennnis the number of the
folder starting with zero. If you have 500 files and have set the file per folder limit to 200, Ultimate Family
Tree will create three subfolders, DO, D1, and D2.

Linking Files

Images

If a preferred image (see page 136) is linked to an individual who is included in the Web Page report, it will
be automatically extracted from your Media Library and located in the Ultimate Family Tree HTML
GRAPHICS subfolder.

Additional image links are provided:

« Background— Provides a background texture for the family history. Not all browsers support back-
ground images.

» Header Graphic— Displays at the top of the first page. Use this for a family picture or graphic.

 Title Graphic— Appears at the top of the first page under the header graphic. Use this for a graphic
version of your title. It replaces the chapter title.

» Bullet Graphic— Precedes the names of the children the first time they are introduced following the
parents in each generation.
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« GEDCOM Graphic— Precedes the URL for immediate downloading of the GEDCOM file specified
on the entry line, left aligned. Available for the Web option only. Be sure to specify a GEDCOM file
name as described later.

« Email Graphic— Appears left aligned at the end of the document preceding the URL for sending
immediate email. Available for the Web option only. Be sure to include your email address as
described later.

« Table of Contents— Appears left aligned at the end of each page to go back to the main HTML page.
It precedes the phrase, “Table of Contents.”

* Next Page Icor— Appears at the bottom of a page in multiple-page HTMLSs.
* Previous Page Icor— Appears at the bottom of a page in multiple-page HTMLSs.

» Horizontal Rule— Specifies a separator bar used to separate items in the report. Normally a narrow,
page-width image.

» Audio Graphic— Precedes the URL for transmission of a sound file. Be sure to specify the audio file
name.

A number of graphic (.GIF) files are included with Ultimate Family Tree for your use. These graphic
files are located in the Images subfolder.

Sounds
You can also include a sound file.
* Audio File— Links a .WAV, .AU, or .AlF sound file.

Immediate GEDCOM

You can specify a GEDCOM file so a viewer can display onscreen or save to disk a specific GEDCOM file.
This file can be a compressed file created with a utility such as Stufflt or Ziplt.

Connecting to Palladium Interactive

To connect directly to the Ultimate Family Tree Web site, from the Online menu, choose Connect to Palladiurr
net. Your browser must be set up in Ultimate Family Tree to connect to the Ultimate Family Tree Web site
(see page 3).
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Family Journal Instant Web Page Tutorial

The following tutorial presents the sequence of steps you take to create a Family Journal page on the Web:

1. From the Online menu, choose Instant Web Page.

IWeb Page

Family Journal

Box Chart

Figure 6-2: Web Page Window

2. From the Instant Web Page window, click Family Journal.
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Figure 6-3: Instant Web Page Window

3. Specify the report options and starting individual for your report. The options on the Instant Web Page
window are similar to the options on the Family Journal report window. See page 88.

4. Select Hide Living Info to suppress information about living family members. The names of living
individuals and the connections to their families remain intact, however events, including dates and
places, will not be included. The notation, “(still alive),” prints after the name. Ultimate Family Tree
determines individuals who are still alive by checking for a Y(es) in the Living field in the Individual
Record window.
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5. Select the Local or Web option in the Destination group as desired:

» Local— Creates HTML files for local viewing and is not meant for the Internet. This option omits any
URL email and download links you have configured in the program, and will not archive the files for
you.

* Web— Prepares the HTML files for uploading to your server. This option inserts all URLs as
configured.

6. Click Options to open the Instant Web Page Options window.
|§ Instant Web Page Options
Other Output
E< Parent | mages (" Left Align || [T] Single File w
Select options to [ Child Images (8 Center [ Single Folder
include on Web page [ Project Information Files Per Folder
E< Link to Palladium Interactive
Enter email address Ernail Address
(or leave blank) —rt |
Optional FTP address __| -IfTP Address for GEDCOM File |
for GEDCOM file

Figure 6-4: Instant Web Page Options Window

Select any options as described below:

Parent Images— Checks for images for all main individuals in the report. If found, the image is
inserted in the Web page describing the individual.

Child Images— Checks for images for all children in the report. If found, the image is inserted in the
Web page for children.

Project Information— Include information from the Project Information window in your Web page.

Link to Palladium Interactive— When checked, includes a link on the family history Web page that
connects to the Palladium home page. Visitors can find out more about genealogy, the Ultimate Famil
Tree program and Palladium Interactive.

Left Align/Center— Controls placement of images and section titles. Not all browsers support center-
ing; some simply ignore it.

Single File— Creates one large family history file. Do not select this option if creating a Web page for
uploading to Palladium Interactive.

Single Folder— Specifies a single folder when single file is not checked. Do not select this option if
creating a Web page for uploading to Palladium Interactive.

Files Per Folder— Specifies the number of files you want in each subfolder. Do not enter a number
larger than 500.
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« Email Address— Provides your email address. When this field is left blank, your email address is not

included in the Instant Web Page.

* FTP Address for GEDCOM File- Location displayed on Web pages from which a file can be FTP'd.

7.
8.

10.
11.
12.

13.

14.

Note This is an optional way to provide a GEDCOM file for your Family History. Normally it is best

to include the GEDCOM file with the Instant Web Page.

Click OK.
Click the Graphics button in the Instant Web Page window.
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Figure 6-5: Instant Web Page Graphics Window

Select any field and click Browse to find an existing graphics file, or type the names of the various
sound and graphic files in the appropriate field.

Select GIF files for each option you want to use, and click OK.
Enter a GEDCOM or audio file in the appropriate field for inclusion in the Instant Web Page.

Select any field with a graphic entered and click Preview to view the graphic. Click OK to return to the
Graphics window.

Click Save As. Select from the existing list, or enter a name for the Instant Web Page. Ultimate Family
Tree creates a subfolder with the name you have chosen. The main Web page file is named index.htm.

Click OK to create the Web Page.
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Box Chart Instant Web Page Tutorial

The following tutorial contains the steps to create a Box Chart Instant Web Page:

1. From the Online menu, choose Instant Web Page.

2. In the Web Page window, click Box Chart.
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Figure 6-7: Descendant Box Chart Web Page Window

3. Click the Options button to open the Instant Web Page Options window. For information on using this

window, see page 121
4. Click OK.

5. Click the Graphics button to open the Instant Web Page Graphics window. For information on using

this window, see page 122.
6. Click OK.
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If you want to create a Web page for a new Box chart, follow these steps (or skip to step 9 for existing charts):

7.

8.

Click New to create a new Box Chart. The New Chart window opens with options to include Birth/
Death dates for individuals, and an option to hide information for living individuals.

Note In preparing your Web page, be sensitive to the wishes of family members who may not want
certain information to be made available on the Web.

Select the options for the Box Chart Instant Web page and click OK. Skip to step 10.

If you want to create a Web page for a new Box chart, follow these steps:

9.
10.

11.
12.
13.
14.
15.

Select the chart name and click Existing.
Enter a name for the new Web page in the Save Web Page As Window and click OK.

Note The following Chart menu options are not available while in HTML Mode: Graphics, Fonts,
Colors, No Events, One Event and Two Events. Instead of events, only birth and death years are
included in the Box Chart web page. The Ruler and Page Layout lines options on the View menu are
not available in HTML Mode.

Choose Separate Surnames from the Chart menu to print given names and surnames on separate lines.
Choose Auto Edit Text from the Chart menu to automatically truncate names to fit inside the boxes.
Choose Record Numbers from the Chart menu to include record numbers on the Web page.

From the File menu, choose Create HTML. The Create Web Page window opens.

Click Create HTML Files.

Previewing an Instant Web Page

From the Online menu, choose Preview Instant Web Page.

. Select a Web page from the pop-up menu.

Click OK. The Web browser you configured in Ultimate Family Tree opens with the Web page you
selected. See page 3 for information on configuring a browser for Ultimate Family Tree.

After viewing your Web page, exit the browser to return to Ultimate Family Tree.

Deleting a Family Journal Instant Web Page

1. From the Online menu, choose Instant Web Page.
2. Click Family Journal.

3.
4

Click Save As.

. Select the Web page you want to delete and click Delete.
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Deleting a Box Chart Instant Web Page

1. From the Online menu, choose Instant Web Page.
2. Click Box Chart.
3. Select the chart to delete and click Selected. Click All to delete all Box Chart Web pages.

Going Online from Ultimate Family Tree

If you have a manual dialer (such as FreePPP), you must take certain steps to ensure the smooth operatiol
the Ultimate Family Tree online functions.

Make sure that your browsernst running before you choose Connect to Palladiumnet from the
Online menu. Choosing Connect to Palladiumnet will start your browser automatically. Use the Application
menu (the icon at the far right side of the menu bar) to switch between applications. Do not choose Conne
to Palladiumnet to return to your already running browser.

When using a manual dialer, after you choose Connect to Palladiumnet from the Online menu, Ulti-
mate Family Tree will display a message reminding you to manually connect to the Internet. Switch to the
Finder and launch your dialer. After dialing up, bring the program called ADMIN to the front. This should
redisplay the message box. Click OK.

Whether you dialed manually or connected through a network, Ultimate Family Tree will now start
your browser and take you to the Ultimate Family Tree Web Site, which contains a “Members Only” section
available only to Ultimate Family Tree CD-ROM owners.

Before you go online from Ultimate Family Tree, follow these steps:

1. Quit your browser if it is running.
2. Select Connect to Palladiumnet from the Online menu.
3. Dial your Internet service provider (ISP) manually, if necessary.

Before you upload Web pages from Ultimate Family Tree, you must go online and register in the
Members Only section. Then follow these steps:

1. Select Upload Web Page from the Online menu.
2. Dial your ISP manually, if necessary.

3. Wait while Ultimate Family Tree uploads your Web page to the Palladium server, then close your con
nection, if still connected.

When you quit your browser, Ultimate Family Tree will display a reminder that you may close your Internet
connection. However, this is unnecessary if you plan to go online again soon. In any case, click OK to dis-
miss the reminder.
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Registering with Palladium Interactive

You must register with Palladium Interactive before uploading your Instant Web Pages.

1. From the Online menu, choose Register Online.

2. Click Go Online. Ultimate Family Tree will automatically connect with the Palladium Interactive Web
site. The program pauses until the connection is made. Not all browsers will automatically dial your
phone and connect to your Internet Service Provider (ISP). If your browser does not connect automat-

ically, it will be necessary for you to connect to your ISP first. Once your online session is through, be
sure to disconnect from your ISP.

3. From the home page of the Ultimate Family Tree Web site, click the Publish Your Page link under the
Family Web Pages icon.

4. Follow the instructions on the screen to complete your registration.

Uploading Your Web Page

After creating a Web Page and registering with Palladium, you can upload the Web page to the Palladium
Interactive Web site. During this process, Ultimate Family Tree will attempt to connect to the Palladiumnet

server and send your Web page. While in progress, do not switch applications. If you want to cancel the
operation, click Cancel.

1. From the Online menu, choose Upload Web Page.

Upload | naiani Weh Page
Plarr carg e e nfermubion k. 20 wviemaiin | 'l'"‘“]
reEl b e Ve Uew Wi Wnd B
Ef r R wtin A e Do feqdnr | alr B Paqass ‘t_
(i e i i dinbin o bkt
‘Wab Fem VDT w |
Tine [
Al
Dusoir ph e

Lwr lara |

Petgead |
Ewafl dabiresa
—

Figure 6-8: Upload Instant Web Page Window
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Note If you are using a manual dialer, Ultimate Family Tree will display a message reminding you to
manually connect to the Internet. Switch to the Finder and launch your dialer. After dialing up, bring
the program called PDFTP to the front. The reminder message should reappear. Click OK.

2. Read the disclaimer (see Figure 6-9). Click the | Accept button to accept the terms of the agreement.
you do not want to see the disclaimer each time you upload a Web page, select that option before
choosing | Accept. If you click | Decline, you will be returned to Ultimate Family Tree.

Palladium Interactive Notice

We are pleased that you want to create a “Family Tree” Web page. In order to ensure enjoyment by all of our customers, we
must establish some basic rules.
Third Party Content  In creating your World Wide Web page to be uploaded on the Palladium World Wide Web gite
(“Site”), you may not use any material that is protected by copyright of a third party without first obtaining permission frpm
the copyright owner. You, not Palladium, are responsible for any damages such as copyright infringement or any other harm
that results from Palladium's use of any items submitted by you. You agree to indemnify and hold Palladium harmless from
any claims, reasonable expenses, or attorneys' fees relating to any violation of these rules or submission of any alaterigl to P
ladium. Remember that submission of such material to Palladium for use on the Site grants to Palladium the right to uge,
reproduce, modify, distribute, publicly perform and publicly display such material.
Objectionable or Defamatory Content Users are prohibited from posting or transmitting any obscene, hateful, dgf-
amatory, racially or otherwise objectionable language, images, software or content of any kind, including without limitagion
any material that would constitute libel, slander, defamation, or invasions of publicity or privacy of any third partyiiisany
diction. You will indemnify, defend, and hold harmless Palladium and its representatives from any and all losses, claimg, lia-
bilities, obligations, reasonable expenses or attorneys’ fees which arise in connection with objectionable or defamatory
content in the materials submitted by you.

Figure 6-9: Palladium Disclaimer

Select the Web page you want to upload from the pop-up menu.
Type the title of your family history.

Type the author’s name. This is normally your name.

o o M w

Type a short description of the family history.

Note The title, author’'s name, and description are used by Palladium to create an online card catalo
of all family histories that are available.

7. Type the name and password you used to register online with Palladium.

8. Click Upload. Ultimate Family Tree will now create a Zip compressed file for uploading to the Palladi-
umnet server.
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Troubleshooting

If you have a slow browser or modem, you may want to disable automatic image loading (found in the pref-
erences of most browsers). The resulting text-only pages will load quickly, and give you the same informa-
tion without the accompanying graphics. Some browsers will then allow you to display graphics by clicking
on their placeholders. (Consult your browser’s online help or user’s guide.)

Ultimate Family Tree will not open your browser if you change it's name or location on your hard
drive. If you do so, or want to upgrade or switch to a different browser, run the Browser Setup Wizard in the
Ultimate Family Tree folder.

Note From time to time, you will see various dialog boxes informing you about the state of Ultimate
Family Tree. You must dismiss these dialogs before returning online.

Supported Macintosh Browsers

Netscape Navigator™ 2.0 or later
Microsoft Internet Explorer 2.0 or later

Supported Macintosh TCP, Open Transport, and Dialers

MacTCP 2.0.4 or greater
Open Transport 1.1 or greater
MacPPP 2.0.1 or greater
FreePPP 1.0.5 or greater

Quitting Your Browser

If you quit your browser and your dialer does not hang up automatically, you can do so manually by using
the Finder to bring forward the dialer program and quitting to avoid further connect charges.

Netscape Navigator™ and Internet Explorer allow you to open mulitple Web page documents. Closing
the last (or only) Web page will not quit the browser. Make sure that you use the pulldown menu to quit the
browser and return to Ultimate Family Tree.
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Media

Using the media features in Ultimate Family Tree, you can create family-oriented slide shows and draw on
library of images. Images can be displayed and included in printed reports. The image formats supported a
PICT (16.7 million colors, 24-bit), CompuServe GIF (256 colors, 8-bit), Aldus TIFF (16.7 million colors),
24-bit), and Joint Photographic Experts Group (JPEG) (16.7 million colors, 24-bit).

Note Apple QuickTime must be active for JPEG format to be supported.

Media is stored and maintained in the Ultimate Family Tree Media Library. Once entered in the
Library, media can be linked to as many individuals and slide shows as you wish. The material is also avail
able to all projects. You can enter information about an image once and then use it an unlimited number of
times in any project. Digitized images that are stored in a file on your computer can be displayed or printec

It is important to note that all media (except referenced) must be in a digitized format for use in Ulti-
mate Family Tree. There are various ways in which this can be accomplished, from using media capture so
ware and graphics programs to image scanners.

In this section you will learn how to:

O Add or delete media files

O Display images

O Select a preferred image (to display in various view windows)
O Create a Slide Show

129
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Referenced Media

Much of the media that is important to a genealogist cannot be digitized. Ultimate Family Tree provides a
way to record, retain, and display a complete reference to this material. Referenced media records contain
information about the identity and location of important external media, from books to lithographs. You can
link these easily accessible records to the appropriate individuals and store the information about them in the
Media Library.

1.
2.

From the Build menu, choose Media Library.

Click the New button in the Add Media box. The New window opens.
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Figure 7-1: New Window

3. Select Referenced in the Media Type box.

Scroll the list of media types and highlight the type you want to reference.

5. Enter a unique name (up to 20 characters) in the Ref Name field in the Media Details group. The Ref

10.

11.

Name is required because it is used in Media List boxes.

Enter a descriptive name (optional) for the media in the Name field. This becomes the title name. The
descriptive name is limited to approximately 35 characters.

Enter a date (optional) for the image (up to 30 characters) in the date field.

Enter the physical location (optional) of the media, for example, the album number for a photograph.
Use any description you wish (up to 33 characters).

Enter the condition (optional) of the media, suchas, fair, good orexcellent Use any description
you wish (up to 33 characters).

Click Description (optional) to open an Edit Text window where you can enter up to 65,000 characters
of text describing the media. The description can include the names of the people, location of the
media, or any other information you wish. Click Import to take you to an Open dialog box where you
can select external text to copy and paste into the Description text window.

Click OK to close the New window.
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Direct Media

Direct media are items that are digitized and stored on your hard disk. Images can be stored in a wide varie
of formats, such as PICT, GIF, TIFF, and JPEG, and can be incorporated into your Ultimate Family Tree prc
gram. When any of these file formats containing 24-bit data are imported into Ultimate Family Tree, they are
compressed using the JPEG specification.

Using Media in Ultimate Family Tree

Once media is stored in the Ultimate Family Tree Media Library, it can be linked to individuals and slide
shows.

Media Library

The Media Library is the repository for all Ultimate Family Tree media files. These files are added or deletec
from the Media Library window. This window contains detailed information about the images in Ultimate
Family Tree projects. You can use this window to enter new images, to modify existing media records, to
export image files, or to delete media records.

Adding a Digitized Image

1. From the Build menu, choose Media Library.
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Figure 7-2: Media Library Window

2. Click New in the Add Media group to open the New window.
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3. Select Digitized Image in the Media Type group.
4. Click File in the Add New Media From group.

Select Image File:
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Figure 7-4: Open Dialog Box

5. Select the folder where you placed the image file. A list of image files appears in the Select Image File
window.

6. Select the image you want to add to the library and click Open. If you choose an image, a window
opens where you can preview it. Click OK to return to the Media window, or Cancel if you change
your mind.

7. In the New media window, enter a unique name (up to 20 characters) in the Ref Name field in the
Media Details group. The Ref Name is required because it is used in the Media List boxes.

8. Enter a descriptive name (optional) in the Name field. This becomes the title name. The descriptive
name is limited to 25 characters.

9. Enter the date (optional) for the image (up to 30 characters) in the date field.
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10. Enter the location (optional) of the media, (for example, the volume for a digitized image). Use any
description you wish (up to 33 characters).

11. Enter the condition (optional) of the media, such as poor, fair, good, or excellent. Use any descriptior
you wish (up to 33 characters).

12. Click Caption (optional) to open a text window where you can enter a caption for the image. The cap
tion is a single line included below a digitized image when it is printed and should be limited to a max-
imum of 50 characters.

13. Click Description (optional) to open an Edit Text window where you can enter up to 65,000 characters
of text describing the image. The description can include the names of the people in the image, the
location of the image, or any other information. Click Import to take you to an Open dialog box where
you can select external text to copy and paste into the Description text window.

14. Click OK to close the New media window.

15. The Media Library window displays a Media Library list which includes the name you typed in the
Ref Name Field. Click OK to close this window.
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Figure 7-5: Media Library Window

Deleting Media
1. From the Build menu, choose Media Library.
2. Select the media you want to delete from the Library list on the left.

3. Click the Selected button in the Delete Media group to delete the selected media or click All to delete
all media from the Media Library.

4. Click OK to delete the selected media or Cancel to return to the Media window.
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Displaying Images and Screen Resolutions

The resolution of your monitor directly affects the quality of the images you display. Resolution is deter-
mined by the number of pixels (picture elements) on the monitor and the number of colors per pixel. A 13-
inch monitor, having 648 480 pixels and 256 colors (8-bit) is the minimum recommended configuration
for displaying images. Image quality improves dramatically as the number of pixels and color depth
increase.

If you are using a system that is limited to 256 colors, configure Ultimate Family Tree to use the Mac-
intosh Desktop Colors option. See page 164 for more information.

Displaying a Digitized Image
1. From the Build menu, choose Media Library.
2. Select the digitized image you want to view from the Media Library list.

3. Click Display in the Image group.
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Figure 7-6: Display Window

4. Add a caption for the image, or any descriptive text, in the appropriate fields.

5. Click Close to return to the Media Library window.
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Exporting a Digitized Image

1. From the Build menu, choose Media Library.

2. From the Media Library list, select the digitized image you want to export.
3. Click Image from the Play group.
4. Click Export.
5. Select the image file format you want to create.
6. Click Save.
7. Select the folder in which you want to store the image.
8. Enter the file name for the image in the New Image Name field.
9. Click Save.
10. Click Close to return to the Media Library window.
Linking Media

You can link an unlimited number of images to an individual.

1. Click the More button in the Individual Record window, and then Media to open the Media Link window.
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Figure 7-7: Media Link Window

2. Make sure the name of the desired individual appears at the top of the window and click Existing
Media from the Add Media Link box.

3. Select Media Library in the Media Source group to add existing media found in the Media Library.
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Note If you wish to add media which is linked to another individual or an existing slide show, select
the appropriate radio button in the Media Source group. A list of individuals or slide shows will open
depending on your choice. Select the individual or slide show from the list and click OK.

Select the media you want from the Media Library list.
Click the Add button or double-click the media to move the selected media to the Linked Media list.

Click Add All to add all media to the Linked Media list.

N oo g &

Click Remove to remove selected media from the Linked Media List, or click Remove All to remove
all linked media from the list.

Note A description of the media is displayed in the Description box if a description was entered in
the Media Library window.

8. Click OK to save and close the window.

Note The Insert button is active only when adding media to a slide show.

Selecting a Preferred Image for Display

You can link more than one image to an individual. Ultimate Family Tree gives you the option of selecting
one of these images as the preferred one that will appear in the Family Tree, Family Group, and Descendant
windows (and will be included in an Instant Web Page and Family Journal Report). From the Media Link
window, highlight the image you want as the preferred image and check the Preferred Image box. Click
More, and then Media in an Individual Record window to open the Media Link window.

Adding New Media to an Individual

1. Click More and then Media in the Individual Record of the person to whom you want to add media.

2. In the Media Link window, click New Media to open a New media window.

3. Select Digitized Image in the Media Type group.

4. Click File in the Add New Media From group.

5. Select the folder where you placed the image file. A list of image files appears in the Add Image File
box.

6. Select the image you want to add to the library and click Open. A preview window opens where you
can view the image you are adding. Click OK to return to the Media window or click Cancel if you
change your mind.

7. In the Media window, enter a unique name (up to 20 characters) in the Ref Name field, under the
Media Details group. The Ref Name (Reference) appears in the Media List boxes. This reference is
required.

8. Enter a descriptive name for the media in the Name field. This becomes the title name. The descriptive
name is limited to 25 characters (optional).
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9. Enter the free-form date for the image (up to 30 characters) in the date field (optional).

10. Enter the physical location of the media, for example, the volume for a digitized image, or the album
number for a photograph. Use any description you wish, up to 33 characters (optional).

11. Enter the condition of the media, such as poor, fair, good, or excellent. Use any description you wish
up to 33 characters (optional).

12. Click Caption to open a text window where you can enter a caption that is included on a single line
below a digitized image when it is printed. This optional caption is limited to a maximum of 50 char-
acters.

13. Click Description to open an Edit Text window where you can enter up to 65,000 characters of text
describing the image. The description can include the names of the people in the image, the location ¢
the image, or any other information. Click Import to take you to an Open dialog box where you can
select external text to copy and paste into the Description text window (optional).

14. Click OK to close the New window.
15. Click OK to close the Media Link window.

Unlinking Media from an Individual

1. Click the More button, and then Media in the Individual Record of the person from whom you want to
unlink media.

2. Make sure the name of the individual appears at the top of the window. From the Media Links list,
select the media you want to unlink.

3. Click Selected in the Delete Media Link group to unlink the selected media or click All to unlink all
media from the individual.

Note The Delete Media buttons do not delete the media from the Media library. These buttons
merely unlink the media from the selected individual.

4. Click OK to unlink the media.

Viewing Images Linked to a Selected Individual
1. Click the More button and then Media in the Individual Record to open the Media Link window.
2. Select the image you want to view in the Media Links list.

3. Click Image in the Play group.

Slide Shows

One of the most exciting features of Ultimate Family Tree is the ability to create a slide show presentation.
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Creating a New Slide Show

1. From the Build menu, choose Slide Show.
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Figure 7-8: Slide Show Window

2. Click New in the Add Show group.
3. Enter a name in the Show Name field. This required name appears in the Slide Show list.

4. To add slides, click Existing or New in the Add Slide group. If you click Existing, continue with step 5. If
you click New, see “Adding a Digitized Image” on page 131.

Hiridla Skl

Linbal Hadin
Media list Add Ail =
—_— (< Bemewe ]

@ Hollimedin Ligrsery tt Remoue Al
17 Sabay e Nkl sl
7 S¥ide Shew

- Dol

Figure 7-9: Media Select Window
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. Select the Media Library radio button in the Media Source group. Select the Selected Individual option
for media items linked to an individual. Select Slide Show to create a new slide show from an existing
slide show.

6. Inthe Media List, highlight the media you want to include.
7. Click Add or Add All.
8. Repeat steps 6 and 7 until all media you want to add to the slide show has been linked.

Note Click the Remove and Insert buttons to arrange the slides in the order in which you want them
to be displayed. The Remove button unlinks a selected file from the slide show. The Insert button
inserts a selected file above a highlighted item in the Linked Media list.

9. Click OK to return to the Slide Show window.

10. Highlight a slide in the Selected Show list and set the time (in seconds) that you wish the slide to play
Repeat this for each slide.

11. To view any of the slides or view the complete slide show, click any of the following buttons in the
Play group:

« Image— Displays the selected image

« Slide Show— Displays the entire slide show

Editing an Existing Slide Show
1. From the Build menu, choose Slide Show.

2. Highlight the slide show you wish to edit and click any of the buttons in the Add Slide, Move Slide, or
Delete Slide boxes to add new slides, to change the order in which the slides are displayed, or to
remove slides from the Slide Show.

3. Click OK to save changes and close the window.

Adding all Media Linked to an Individual to a Slide Show

You can create slide shows about several different people by adding all media linked to an individual to a
new or existing slide show.

1. From the Build menu, choose Slide Show. To create a new slide show, follow the steps in “Creating a
New Slide Show” on page 138.

2. Highlight the slide show to which you want to link an individual's linked media and click Existing in
the Add Slide group.

3. Inthe Media Select window, select the Selected Individual radio button from the Media Source group.
A Candidate Individuals window opens listing all individuals within the project with linked media.

4. Select the individual whose linked media list you want to use and click OK to open the Media Select
window. The media linked to the selected individual is listed in the Media list.
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Figure 7-10: Candidate Individuals Window

In the Media List, highlight the media you want to include.

. Click Add, or Add All.

Repeat steps 5 and 6 until all media you want to add to the slide show has been linked.

Note Click the Remove and Insert buttons to arrange the slides in the order in which you want them
to be displayed. The Remove button unlinks a selected file from the slide show. The Insert button
inserts a selected file above a highlighted item in the Linked Media list.

. Click OK to return to the Slide Show window.

Highlight a slide in the Selected Show list and set the time (in seconds) that you wish the slide to play.
Repeat this for each slide.

Click OK to close the Slide Show window.

Adding an Existing Slide Show to a Slide Show

1.

From the Build menu, choose Slide Show. To create a new slide show, follow the steps in “Creating a
New Slide Show” on page 138.

Highlight the slide show to which you want to link another slide show and click Existing in the Add
Slide group.

In the Media Select window, select Slide Show from the Media Source group. A Candidate Slide Show
window opens listing all existing slide shows for the current project.

Highlight a slide show and click OK to open the Media Select window with the list of media linked to
the selected slide show displayed.

. In the Media List, highlight the media you want to include.
. Click Add. To add all listed media to the slide show, click Add All.

Repeat steps 5 and 6 until all media you want to add to the slide show has been linked.
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Note Click the Remove and Insert button to arrange the slides in the order in which you want them
to be displayed. The Remove button unlinks a selected file from the slide show. The Insert button
inserts a selected file above a highlighted item in the Linked Media list.

8. Click OK to return to the Slide Show window.

9. Highlight a slide in the Selected Show list and set the time (in seconds) that you wish the slide to play
Repeat this for each slide.

10. Click OK to close the Slide Show window.
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Section 8:

Managing Your Data

In this section you will learn how to:

g
g
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Merge two projects

Import data from another program via GEDCOM

Export data from Ultimate Family Tree to another program

Save a project

Backup (archive) a project

Restore an archived (backup) file

Open files

Delete an individual from a project
Delete a place from the Place Library
Delete a source from the Source Library
Use the Project Info window

Exit Ultimate Family Tree

Set desktop preferences

Pack a project

143
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O Check and repair

O Reindex a project
O View a GEDCOM Exception List

Merging Projects

At some point you may want to combine one project with another.

A

Note To combine two projects that use different library files, use GEDCOM.
Open the project into which you want to merge a second project.

Choose Open from the File menu to open the second project.

Select Ultimate Family Tree and click Open.

Select the folder where the second project is located. Select the project name from the list and click
Open. The Project Merge Options window opens.

Project Merge Options

Close original project
Mesxt Available Record Number (3 and open second

Start Record Number For Merged Records Proceed l_ — Proceed with merge
Status Field For Merged Records |merge

| Enter starting individual
record number

Figure 8-1: Project Merge Options Window

Enter the starting individual record number for the merged records. It can be the next available record
number, which appears automatically, or any higher number you choose. The Next Available Record
Number displayed in the Project Merge window is the highest record number used in the original
project, plus one. Note that gaps will occur in the numbering of the merged records if gaps are present
in the records of the project that is being merged.

. Click Proceed to merge the two projects. If you change your mind, click No Merge. Clicking No

Merge closes the first project and opens the second one.

. A message appears, stating, “The two projects you have specified will be merged if you proceed.” The

original project will contain records from both projects. The second project will not be changed. Click
OK to continue or Cancel if you do not want to merge the two projects.

Note If you merge two projects, duplicate individuals are not combined. Manually combine any
duplicates. See “Combining Individuals” on page 159.
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Data from Another Program

Ultimate Family Tree can import GEnealogical Data COMmunications (GEDCOM) data fingrother soft-
ware program that is also GEDCOM compatible.

Important Note about GEDCOM The GEDCOM standard gvides a set of rules that aNs soft-
ware designers to create programsgia@hanging genealogical informatiorhe GEDCOM standard
has changed considerably since it was first introduced in 1984, and contieumsdoPriorversions
of the GEDCOM standard were released in October 1987 (@ugust 1989 (4.0\Versions 1 and
2 were drafts for public discussion, and were not established as a stdingdramily History
Department of the LDS Church released the latest GEDCOM standard draft progesah 5.5, in
December 1995/ersion 5.5 addressed inggements in the treatment of sources and-deéned
events. Ultimatd=amily Tree GEDCOM is designed to conform as closely as possiblrsmn 5.3.
The GEDCOM standard, while guiding anexcellent starting point, can be interpreteffati
ently by designers, resulting in potential incompatibilitfes. these reasons, tkeeport and import of
GEDCOM information between Ultimatamily Tree and other programs must be approached with
caution You might need to edit or update the information that is notezted correctl. While tools
are povided in UltimateFamily Tree to help with this process, itastremely important to check all

information imported to UltimatBamily Tree for error or omissions. It is also important to alert those

recaving a GEDCOM file from Ultimat&amily Tree (or ay other adanced genealogy software) of
the possibility of incompatibility problems.

Importing a GEDCOM File
Ultimate Family Tree imports GEDCOM files that use eithez ANSEL or IBM PC character sets.
1. From the File menu, choose Open.
2. Select GEDCOM and click Open.
3. Select the folder where the GEDCOM file can be found.
4

. Select the GEDCOM file to be imported and click Q@dre Import from GEDCOM Options wiiod/
opens.

Names  Select one of the two name options:

« Convet AL SMITH b Al Smith— Select this option if your GEDCOM file has names in all uppercase

and you want to awert those names to uppeullercase.

« Convert SmithAl to Al Smith— Select this option if your GEDCOM file has names enteredras su
name, gven name, and you want teverse them toigen name, surname.

Note Additional editing may be required if you choose either of these options. If you use the case

conversion option, MCLEAN is awerted to Mclean, whereas you may want it to be McLean. If the
reverse surname option is used, Spdthlr. is cawerted b Al Jr. Smith
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Import from GEDCOM Options
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Figure 8-2: Import from GEDCOM Options Window

Free Date Format  Select one of the four Free Date Format options. This converts dates in the
GEDCOM file to the format selected and places them in the Free-form Date field of the Individual Record
window. The date prints on unstructured reports such as the Family Journal Reports.

You can edit dates in the Individual Record or Events windows at any time. Free Date Format options
include:

e Month, day, year March 3, 1908
e Day, month, year 3 March 1908

« Day, abbreviated month, year 3 Mar 1908

« Day, abbreviated all caps month, year 3 MAR 1908

Note Itis important to select the appropriate date format to ensure that Ultimate Family Tree auto-
matically enters dates correctly. If you do not choose the correct date format now, you must manually
change dates later.

Text Destinations: Individual Select one of the three individual text destinations:

 Biographical Text— Converts text notes attached to individuals to the Individual Biographical Text
field of the Individual Record window.

» Footnote— Converts text notes attached to individuals to the Individual Footnote Text field of the
Individual Record window.

* Research Notes- Converts text notes attached to individuals to the Individual Text Research Note
field of the Individual Record window.

Text Destinations: Event In addition to the individual text destinations, select one of the three
event text destinations:

* Research Notes- Converts text notes attached to events to the Event Text Research Notes field of the
Individual Record window.

+ Text— Converts text notes attached to events to the Event Text field of the Individual Record window.

» Footnote— Converts text notes attached to events to the Event Text Footnote field of the Individual Record.



DATA FROM ANOTHER PROGRAM 147

Other Check any of the six Other option boxes:

 Build Footnotes— Check this box if you want Ultimate Family Tree automatically to create the foot-
note text that will print on reports, such as the Family Journal Report.

Note The Build Footnote process increases the time required to convert a file, depending on the
number of footnotes in your GEDCOM file. If you do not choose to build footnotes, evidence and
sources are imported and can be converted to footnote text later. You can also rebuild footnotes using
the Check window opened from the Utilities, Project menu.

¢ Include Last Changed Date- Check this box if your GEDCOM file supports the CHAN tag for the
Last Edit Date for individual records. This date is placed in the Research Note text field in the Individ-
ual Record window.

« Assume Marriage When Famiy Check this box if your previous genealogy program does not dis-
tinguish between family records and marriage records, using instead a FAM tag (e.g., Personal Ance

tral File®) as in the case of the PAF (Personal Ancestral File) program. If selected, Ultimate Family
Tree creates a marriage record for all couples with a FAM tag.

* Remove Carriage Returns from TextCheck this box to remove carriage returns from text notes and
to allow Ultimate Family Tree to correctly wrap text.

» Retain Original Record Numbefrs- Check this box if your GEDCOM file supports the NUMB tag for
individual record numbers. This option retains the record number from the previous program in Ulti-
mate Family Tree. If the conversion finds an individual without a NUMB tag, a message warns you
that if you proceed, record numbers will be unreliable. If you click Proceed, any individuals with
NUMB tags receive the original record number, and those without a NUMB tag receive the next avail-
able record number. Click Cancel to abort the conversion.

« Add to Open Project— Check this box to merge the GEDCOM file into the current Ultimate Family
Tree project. If no Ultimate Family Tree project is open, the Add to Open Project box is unavailable
(dim). Cancel the options window, and open the project with which you want to merge the new project

5. Click OK when you have made your option choices.

6. Enter a file name for the project.
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Figure 8-3: Save Window

7. Select a folder if you wish. Use the Projects folder or a folder other than the Ultimate Family Tree folder
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8. Click Save to start the conversion. When the GEDCOM conversion is complete, a message shows the
conversion time in minutes and the number of exceptions. An exception is data that did not convert from
the GEDCOM file to the Ultimate Family Tree project. See “Viewing GEDCOM Exceptions” on page 168.

9. Click OK to close the Save window.

10. Enter the appropriate data in the Project Information window. See page 162 for more information on
this window.

11. Click OK to close the Project Information window.

Importing GEDCOM from Personal Ancestral File® for Macintosh
1. From the File menu, choose Export. A box will open asking, “What type of Export?”
2. Select GEDCOM File and click OK.

3. SeleciAll of this Family Records fil'om the Export group, seleBAF 2.1/2.31 on Another Macin-
toshfrom the Destination group, and select which of your notes you want to include with your file.
Choose All Notes, No Notes, or tagged notes only.

4. Click OK.

5. If you want to save your GEDCOM file on a disk, insert a disk and click Drive to switch from your
hard drive to the disk drive. Name your file and click Save.

6. Click Done. The Submitter's Name and Address window will appear. Enter or change the submitter
information if necessary. Click OK

7. A window opens where you can add a note to the file if you like. Click OK and the GEDCOM file will
be created.

8. Follow the steps starting on page 145 to convert the PAF GEDCOM file to Ultimate Family Tree Format.

Importing GEDCOM from Reunion ®

If your family’s data has been stored in Reunion, here’s how to transfer it to Ultimate Family Tree:
1. In Reunion, choose File, Open to open a family file.
2. Choose File, Export, GEDCOM file. This will open the GEDCOM Export window.

Note If you want to export data from Reunion’s five custom fields to GEDCOM tags that Ultimate
Family Tree will understand, follow the procedure in the Reunion manual for assigning outgoing cus-
tom field data.

3. In the Destination field, specify Other.
4. Click Export to open a Save window. Enter a file name and click Save.

5. Follow the steps starting on page 145 to convert the GEDCOM file to Ultimate Family Tree.
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Importing Unrecognized Events

When importing from other genealogy programs, events that are not recognized by Ultimate Family Tree
transfer with thef character in front of the event name.

When transferred, these events do not have GEDCOM tags. They will not be included in GEDCOM
exports. To transform them into fully recognizable and usable event records within Ultimate Family Tree,
first find the events and the individuals connected to them.

1. From Search menu, choose Events.
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Figure 8-4: Events Search Window

Select the # event from the Possible Events list.

Select Use Selected Event below the Possible Events list.

Do not check the Selected box in the Places group.

Enter today’s date in the Before field of the Dates group. Leave the After field blank.
ChooseThen replace the list with those fouindm the pop-up list.

Click the Search button. The Results list opens.

Double-click the first name in the list to open the Individual Record for that person.

© © N o gk~ w DN

Create a new event for that person using either a Ultimate Family Tree event type or a new event typ
you create. See “Adding Events” on page 28 and “Creating a New Event Type” on page 32.

10. Delete the original # event by clicking the number to the right of the event name on the Individual
Record and clicking the Delete button on the right side of the Events window.

11. Click OK when prompted to delete the event.
12. Save the record by choosing Save from the File menu.
13. Go Down List from the Go menu to move to the next person in the Events Search list.

14. Repeat Steps 1-13 for any other # event types.
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Exporting Data to Another Program using GEDCOM

The GEDCOM standard was developed to provide a flexible format for exchanging genealogical data.
A program that reads and writes GEDCOM data can exchange data with other GEDCOM-compatible
programs.

Ultimate Family Tree provides four GEDCOM export options: Basic, Version 4, Family GEDCOM
Version 5.3, and Event GEDCOM Version 1.0. The first three GEDCOM options have been approved by the
Family History Department of the LDS Church for submitting GEDCOM format data to the LDS Ancestral
File™. Approval of Event GEDCOM is pending.

The Ultimate Family Tree GEDCOM files, compatible with GEDCOM Version 5.5 and earlier, con-
nect individuals through families. In this sense, GEDCOM 5.5 and its ancestors are family-oriented.

Creating a GEDCOM File

1. From the File menu, choose Save As.
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Figure 8-5: Save As Window

2. Select GEDCOM from the Select a File Type list.

3. Click Options. The Save As GEDCOM Options window opens, providing selections that determine
the format and content of Ultimate Family Tree GEDCOM files.

Check if GEDCOM
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Figure 8-6: Save As GEDCOM Options Window
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4. Use grouping to create a GEDCOM export with only part of your project. To export a selected family
line, use the Relationship Search window to define the family, and then add the results to the groupin
list. Check the Use List box under Individuals in the Grouping field to export only the individuals
found in the grouping List.

5. Choose one of the four GEDCOM Format types:

« Basic— Creates a GEDCOM file that contains information about family links and the basic events:
birth, marriage, death and burial. Basic GEDCOM export is useful for sending minimal data to pro-
grams, such as special purpose utilities used for creating genealogical charts.

¢ \ersion 4— This format uses the GEDCOM 4.1 specifications.

« Family 5.3— This format uses the GEDCOM 5.3 specifications. Use this option if you are transfer-
ring information to another genealogy program that currently supports the GEDCOM 5.3 specifica-
tion.

Miscellaneous and Medical information, except for Flags and Ancestor and Descendant Interest,
is not exported. On the Individual Record window, Individual Text Footnote, Event Text Footnote, and
Research Notes are not exported. Media files are also not exported.

« Event 1.0— This format provides the most complete information transfer. It is an extension of Family
version 5.3 that incorporates features for transferring events, roles, sources, and images. Event GED
COM is designed to be compatible with lineage-linked systems, while providing extensive support for
event-oriented systems, such as COMMSOFT's ROOTS IV. At the current time, only Ultimate Family
Tree, and COMMSOFT's Visual ROOTS and ROOTS IV support Event GEDCOM.

Note Photo files are created for all linked images and are located in the folder in which the GED-
COM file was saved. The files normally have an extension that indicates their format. If Ultimate Fam-
ily Tree finds a file of the same name, it converts the extension to a number from 1 to 999.

6. Create an Event GEDCOM. The Event GEDCOM group is unavailable unless you select Event 1.0 ir
the GEDCOM Format group. The Event GEDCOM file can contain a dictionary of event and source
types. Use the Event/Source Types radio buttons to determine how much event/source type informa-
tion is included in the file. Check any applicable Data option boxes:

—Event GEDCOM —

Do not include event and source Header
types in Event 1.0 header \ Event/Source Types
Include event and source types "nne_
used in the Event 1.0 transmission @ Applicable
AN

Include all event and source types — Data
in the Ultimate Family Tree libraries .

[ Individual

] Family

[<] Event

[ Place

[] Source

[ | mage

Figure 8-7: GEDCOM Options Window
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Individual — Includes information about individuals

« Family — Includes lineage-linked family information. This option is required to maintain compatibil-
ity with lineage-linked family systems. It is not required when communicating with other Event Ver-
sion 1.0 programs such as ROOTS IV.

« Event— Includes information about events
¢ Place— Includes information for places

* Source— Includes information for sources

« Image— Includes information about images

Note If you have created a media library in Ultimate Family Tree, linked media are exported to
external files that can be sent with the Event 1.0 file. These media are given a hame that starts with P,
followed by a linking number, and an extension that shows the type of media. Keep these media files
with the GEDCOM file.

7. In the Destination group, check the Ancestral File box, and then click the Submitter button if you
intend to submit a GEDCOM file to the Family History Center of the LDS Church. This option indi-
cates that the GEDCOM transmission is intended for submission to the LDS Church Ancestral File™.
If you are not creating such a file, leave the check box blank and skip to step 8.

An LDS submission requires the following steps:

» Select the appropriate radio button to choose the ancestors or descendants of the starting individual.
« Enter the record number of the starting ancestor or descendant.

 Click the Submitter button.

¢ Enter the submitter name, address and phone number.

« Enter any comments concerning the GEDCOM file in the Comments field.

» Click OK to close the window and save changes.

* Prepare a label for the disk(s) with the title, “Ancestral File,” and the submitter's name, address, and
phone number. Mail the disk(s) to:
Family History Department
50 East North Temple
Salt Lake City, UT 84150

8. Choose Indented to create a GEDCOM file in an indented format.

Note Not all genealogy programs can read the indented format. Do not choose this option unless you
know that you are preparing a GEDCOM file for a program, such as Ultimate Family Tree, Visual
ROOQTS, and ROOTS 1V, that can read the indented format.

9. Click OK. Click Save in the Save As window.
10. Enter a file name in the GEDCOM File Name field.
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11. Change the folder to the desired location for the GEDCOM file, for example, GEDCOM.
12. Click Save to start the GEDCOM export.

Note You cannot export directly to a floppy disk.

Saving and/or Backing Up Data

Always make copies of your Ultimate Family Tree project files and library files to protect against disk cor-
ruption and hardware failure. These copies are called backups. Without backup files, you might lose hours
days, or even years of work.

To minimize losses due to power failure and machine failure, Ultimate Family Tree provides you with
backup features. These features, however, do not ensure against lost work due to damaged or worn out dis

The Save As window allows you to save the current project as an archive. It is important to back up
data regularly to prevent loss of information if there is an unexpected problem with your computer system.
You should back up both project and library files, because they are connected. You do not need to back up
media files if you have not modified the Media Library. If it is ever necessary to restore project, library or
media files, you will have to reenter any data entered since the most recent Backump your data often

Backing Up a Project
1. With the project open, choose Save As from the File Menu.
2. Select Backup from the list.
3. Click Options to open the Save As Backup Options window.

Save As Backup Options

— Archive
Back up project files < Project
Back up library files £ Library
Back up media files { | Media

Figure 8-8: Save As Backup Options Window

4. Check the Project box to back up the project files.
5. Check the Library box to back up the library files.

6. Check the Media box only if you have modified the Media Library. (The Media files greatly increase
the size of your backup.)
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10.

Note Back up project, library, and media files separately with different file names, especially if you
have more than one project. Complete the backup procedure during one editing session. The Library
and Media files are common to all projects and need only be archived once for all projects.

. Click OK.

. Click Save in the Save As window to open the Save dialog box.

Path to file [S1Projects v | = Gig
[]3173603.cdx Linet
B 3173603.dbf
B 3173603.1pt Desktop
[13173630.cdx
E 3173630.dbf
Archive File:
Enter file name —————KENNEDY.ZIF] |

Figure 8-9: Save As Window

. Select the location in which the backup file is to be saved. This file can be saved to your hard disk or to

one or more floppies. If you save to a floppy, Ultimate Family Tree will request new disks as they are
required to complete the backup.

Click Save.
If you save the backup to your hard disk, copy the archived file to a floppy disk to protect it. Archive

files have the extension .ZIP. See your Macintosh manual for further instructions on copying files to floppies.

Restoring a Backup

A project need not be open to restore projects, but you must be in Ultimate Family Tree. If you restore a project
with another project open, Ultimate Family Tree first closes the open project and then restores the old project.
When complete, the backup project you have restored will be open. To restore a project, follow these steps:

1.
2.
3.

From the File menu, choose Open.
Select Backup and click Open.

Select the folder or disk where you placed the backup. The current folder name is displayed above the
list box.

Select the backup file to be restored. Backups have the extension .ZIP, such as FILENAME.ZIP.

5. Click Open. A warning message will appear, “Note: Restore Project and/or Library files. Warning!

Existing project of same name and/or library will be erased.”

. Click Proceed.
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Note Restoring the project overwrites all existing files for the project and library being restored.
Make sure this is what you want to do before you proceed. If you change your mind, click Cancel
rather than Proceed.

When processing is complete, open the restored project by following the steps on page 9.

Save As Ultimate Family Tree Project

Use the Save As window to save the current project as a Ultimate Family Tree project with a new name. Thi
option is handy when you want to split part of the project, to create a working copy in another folder using
the same name, or to keep a working copy of the project using another name.

1.
2.
3.

10.

With a project open, choose Save As from the File menu.
Select Ultimate Family Tree.

Click the Options button.

Sawdt B4 UlLimate Family Tree Options

Vil g
Individgis 0
Check to split part of project Lol

into a new project —— " L L

Figure 8-10: Save As Ultimate Family Tree Options Window

Uncheck the Use List box.

Note For detailed steps on how to split a project, see “Splitting a Project” on page 156.
Click OK.

Click Save.

Enter a new name in the Ultimate Family Tree Project field. If you are saving the project using the
same file name, place the new project in a folder different from that occupied by the current project.

Select the folder for saving the new project. Use a different project name to avoid confusion.

Click Save. When the new project is created, it is the open project. The original project is closed. This
procedure does not change the original project file in any way.

Click Cancel if you want to return to the current project without creating the new project.

Note Do not save to a floppy disk. Because the Save As Ultimate Family Tree feature creates a new
project, you must have sufficient disk space on the hard drive before saving the project. Allow at leas
2.5 MB of free disk space for every 1,000 individuals in your project.
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Splitting a Project

The following procedure shows how to split a portion of an existing project into a new project. For example,
you can create a new project containing your spouse’s ancestors from an existing project. The three basic
steps are locating the individuals, moving those found into the Grouping List, and creating the new project.
Later you can remove the individuals in the newly created project from the original project. Modify the
instructions to fit your specific needs.

N o o b~ wDdh e

©

9.
10.

To locate the individuals you want to use in a new project, follow these steps:

Choose Relationship from the Search menu.

Choose Locate from the Search menu to find the starting person for the search.

Select Ancestors Plus Their Descendants in the Relationship Options list.

Set the Generation and Descendant Limits options to 999.

Check the Add Other Spouses box to add spouses not already included to the Search List.
Choose the option, Replace the list with those found, from the pop-up menu.

To check the search without committing the results to the permanent search list, click Preview. Press
Escape to return to the Search window.

Click Search to create the Search list. Close the results list by pressing Escape.
Click Group to move the contents of the search to the grouping list.

Click OK to close the search window.

To create the new project, follow these steps:

1.

From the File Menu, choose Save As.

2. Select Ultimate Family Tree.

w
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Click Options. The Save As Ultimate Family Tree Options window opens. The number of individuals
in the Grouping List will be displayed.

Check the Use List box, and then click OK to close the Options window.
Click Save.
Enter a new file name for the new project in the Ultimate Family Tree Project field.

Select a folder for saving the new project. Use a different project name to avoid confusion. Otherwise,
you must place the new project in a different folder.

Click Save. Click Cancel if you want to return to the current project without creating the new project.

Note Because the Save As Ultimate Family Tree feature creates a new project, be sure you have suf-
ficient disk space on your hard drive before saving the project. Allow at least 2.5 MB of free disk space
for every 1,000 individuals. Do not save to a floppy disk.
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The new project becomes the open project, and the original project is closed. This procedure doe
not change the original project file in any way. The name you entered in the Description field for the
original project will transfer to the new project. Open the Project Information window from the File
menu and enter a new name on the Description line.

You might want to remove the records in the new project from the original project. If you have not
completed a new Relationship search or created a new Grouping List, continue with the steps below. If yot
have created another Relationship search and/or Grouping List, you will need to repeat the steps you took
previously to locate the individuals in the new project.

1. Open the original project.

Choose Grouping from the Search menu.

Select Relationship from the Individual Search list.
Select Invert Selected.

Click Search.

o o M 0N

Repeat the steps to create a new project.

When you complete these procedures you will have two new projects, with the original project intact.
After checking the contents of the two new projects, you may want to delete the original project. Make a

backup of the original on a floppy disk and then delete it from the hard drive. See page 159 for information
on deleting projects.

Deleting Data

Deleting an Individual from the Project

1. To delete an individual from the project, choose Locate from the Search menu or find the name in the
Individual List accessed from the View menu. Double-click the name to open that person'’s Individual
Record window.

2. Choose Delete Record from the File menu. An “Are You Sure?” message appears. Click OK to con-
tinue. Another message appears stating, “(This individual) and all references to him/her will be
removed from this project. This person is linked to ## events.”

3. Click OK to delete the individual in your project, or Cancel if you want to keep the individual.

Deleting Text

Select the text to be deleted and press the Delete key on the keyboard. See page 36 for instructions on sel
ing text.
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Deleting an Event

To delete an event, select the event in the Individual Record window and click the numbered button to the
left of the event field to open the Events window. Click the Delete button on the right below the OK and Can-
cel buttons. The Events window closes, and a message appears asking if you want to delete the event. Click

OK.

Deleting a Place from an Event

To delete a place from an event in the Individual Record or Events window, highlight the place and press the
Delete key, or choose Cut from the Edit menu. This procedure removes the place from the event, but not
from the Place Library. If you change your mind, choose Undo from the Edit menu.

Deleting a Place from the Place Library

1.
2.
3.

In the Individual Record window, select a place field and choose the Find button.
Highlight the place to be deleted.

Click the Delete button in the Places window. A message appears stating whether this place is used in
the current project.

Click OK.

Note Because the Place Library is common to all projeldsiotdelete a place that is used in
another project.

Deleting a Source from the Sources List in the Evidence Window

1.

Open the Evidence window that includes the source you want to remove.

2. Select the source to be removed from the Source List.
3.
4. Click Proceed to delete the source and footnote reference (if present) or Cancel to return to the Evi-

Choose Selected from the Delete group.

dence window without deleting the source.

Note This procedure removes the source from the Evidence window, but not from the Source
Library.
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Delete a Source from the Source Library

1.
2.
3.

From the View menu, choose Source List.
Scroll through the list and highlight the source you want to delete.

Double-click the selected source or choose Source Record from the Build menu. The selected sourc
is displayed.

From the File menu, choose Delete Record.

Note This procedure permanently erases a selected source from the project and library. Because tt
Source Library is common to all projeati® notdelete a source that is used in another project.

Deleting a Slide Show

1.

2.
3.
4.

From the Build menu, choose Slide Show to open the Slide Show window.
Select the Slide Show you want to delete from the Slide Show list.
Choose the Selected radio button in the Delete Show box to delete the selected Slide Show.

To delete all slide shows, choose All in the Delete Show group.

Deleting a Project

1.

4.

Choose Delete Project from the File menu. A warning window opens with this message, “ARE YOU
SURE? ### records will be PERMANENTLY deleted if you choose OK.”

Click OK.

Another window appears with this message, “ARE YOU SURE? This project will be PERMA-
NENTLY erased if you choose OK.” Click OK.

Choose New, Open, or Quit from the File menu.

Combining Individuals

The Combine Individuals feature is helpful when an individual is entered more than once in your project anc
you want to remove the duplicate name but retain that person’s links.

1.

2.

Select the Name field and click the Find button in the Individual Record window. The Candidate Indi-
viduals window opens (Figure 8-11).

Select the person you want to keep in the project.
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3.

S0=————— Candidate Individuals
John Yernou /Bouviers {111}
Joseph /Donovan/

Joseph /Mercier/

Joseph Lawrence /Kanes
slozeph Patrick /kennedys
Joseph Patrick /Kennedys {Jr.}
Joseph Patrick /Kennedy/ {11}
Joseph Patrick /Kennedys {111}
ulius #Baker/

Kara &nn AKennedy/

Born [09/12/18686 Recard [
Died 11/18/1969

Select the person
you want to keep

Combine —

Identifii...: Click Identify

Figure 8-11: Candidate Individuals Window

Click Identify. A dialog appears showing the name you selected as the surviving person and what steps
to take.

desiph Patrick JEennedy’, individuoal
FE wamber | will be Lhe surviving person,

iJ Choose 0K
21 Geleci the individual ta be merged
31 Close Vit [press Escape)

(T

Figure 8-12: Merge Individual Dialog

Click OK.

5. Select the individual to be merged from the Individual list.

10.

Close the list by clicking the Close button or by pressing the Escape key.

Note If the two individuals you are attempting to combine are of a different sex or the sex is marked
as Unknown, you will be prompted to click OK or Cancel.

Leave the Candidate Individual list as is (do not select another name) and click Merge to combine the
two individuals.

. A message appears showing the name and record number of the individual who will be merged and the

name and record number of the surviving individual. Click OK or Cancel.

If you proceed, another message appears asking if you would like to erase the individual who was
merged from the project. Click OK to complete the merge, or Cancel to abort.

When you finish the procedure, return to the surviving person’s Individual Record and delete any
duplicate events.
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The parents and birth record for the surviving individual remain intact. Ultimate Family Tree deletes
parent links for the merged individual. Events and Event Evidence for the merged individual link to the sur-
viving individual. Individual Evidence for the merged individual transfers to the surviving individual. Click
the Individual Evidence button and then the Save/Build Footnote button to rebuild the footnote.

Note If you started the combine function with the cursor in the main name field (not a Parent field)
and then deleted that person during the combine, a blank individual record will open. Choose Locate
from the Search menu to find another person.

Combining Places

This feature is helpful when you have entered a place more than once and you want to merge all links to or
place before removing the duplicates. To combine places, complete the following steps:

1. Select any place field in the Individual Record window and click the Find button. The Candidate
Places window opens.

EO=——— Candidate Places =———

&dd or Replace Location from List:

Select the place
you want to keep

Cancel

Combing

Flace Record Mumber: 5

Figure 8-13: Candidate Places Window

2. Select the place you want to keep in the project.
3. Click Identify. A note appears showing the name you selected as the surviving place and what to do.

Boston, Suffolk Co, MA, place number 5,
s ¥ill be the surviving place.

1} Choose DK
2) Select the place to be merged
3) Close list (press Escape)

l Cancel Il 0K |

Figure 8-14:. Merge Place Dialog
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Click OK.

© N o g &

A message appears asking if you want to erase the merged place from the Place Library. The place you
choose as the surviving place remains in the Place Library and the duplicate place isizlettdelete
the merged place if the place you want to combine (not the surviving place) is used in other projects.

Select the place to be merged from the Places list.

Click Merge in the Candidate Places window.

Confirm the place names and click OK to meRyenotdelete the place if it is used in other projects.

Viewing Information About your Project

Close the list by clicking the Close button or by pressing the Escape key.

The Project Information window provides a summary of an open project.

1. From the File menu, choose Project Info.
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Figure 8-15: Project Information Window

 Project Control— The name and path of the selected project control file.
» Last Changed— The date the selected project was last edited and saved.

 Project Version— The version number of the current project. In each session where the project is

The following information is provided:

saved, the version number is increased by one.

 Project Title— The short name for the project.
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* Program Version— The Ultimate Family Tree version number.
* Individuals— The number of individuals in the project.
» Description— A short description of the project.

« Researcher— The name of the principal researcher for the project. This information is optional. You
can choose to have this name appear in the footer on printed reports.

« Researcher # The Researcher’s record number, if you want the relationship to the husband or wife
to show in Family Group Sheets. If you do not want the relationship to showQémtee Researcher
# field.

« Address, etc— The address and phone number of the researcher, using the Address 1 and Address :
City, State, Zip, and Phone fields. This information can also be included in the footer on printed
reports.

« Key Families— A list of surnames found in this project, arranged in order of frequency of occurrence.
The number of times each surname is encountered is shown to the right of the name. Use the scroll b
on the right side of the Key Families box to see more.

« Update buttor— Updates the Key Families list shown in the Project Info window. If you've entered
new data in a project and return to the Project Info window, click Update to get a new count of sur-
names since the last edit.

« Comments— The Comments box displays the source of the data used in this project, including the
import method, date, and time. Enter and edit general information in this box. Use the scroll bar on the
right side of the Comments box to see more.

Desktop Preferences

You can customize Ultimate Family Tree in several ways:

1. From the Utilities menu, choose Desktop Preferences, and then Miscellaneous. Select any of the fol-
lowing options:

Dizsle g P T el 5

Chkxk Cistn Farrad o ;'
Turn on clock " Om [T, m
il I 24-boar Jdulg 13, 1943
12 iy 1943 Cam el
FEiawHa i3 ML | SdE
I~ Eriticed T BT
Select messages level I~ Plua Incasaisienl Buis '3':'-'1'_'-‘-':3;5
138770 B4

i Plaa laler malban

I W Pt s b el Dl e

Figure 8-16: Desktop Preferences Window
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* Clock— Displays a clock in the lower-right corner of the Ultimate Family Tree window. Select On in
the Clock group, and select the 12-hour or 24-hour clock setting.

* Messages— Provides three levels of context-sensitive messages that require a response from you
before continuing. Choose one of the following options:
Critical — Have Ultimate Family Tree ignore inconsistent data and information messages. Criti-
cal messages alert you to an inconsistency or error that may affect the integrity of the data in a project.
Plus Inconsistent Data— Have Ultimate Family Tree display critical and inconsistent data mes-
sages. An inconsistent data message is used when data entry is inconsistent with rules for such items as
age, but underlying data is not at risk.
Plus Information— Have Ultimate Family Tree display all critical, inconsistent data, and infor-
mation messages. Information messages provide a reminder that changes are about to be made.

« Date Format— Specifies the date format in the freeform date field. The date displays and prints in this
format in all text reports. You can set your preference to have dates display and print exactly as you've
entered them (as entered), or you can set a date format default (such as 12 JUL 1943). Scroll through
the date options, and select the format you want. If you select any option other than as entered, modifi-
ers will be converted to full words in the freeform date field, suéBago about

Note Changes to the way dates display and print affect dates entered or changgtkoydy’'ve
selected a preference. Dates entéxafdreselecting a preference remain unchanged.

If you set the date preference to MM/DD/YYYY (for example, 07/12/1943), and enter a date
such as 14/10/1955 for October 14, 1955, the first number will be dropped, and the date will convert to
4/10/1955 (April 10, 1955).

« Ultimate Family Tree provides two styles for desktop display. Check the Use Macintosh Desktop Col-
ors box to make Ultimate Family Tree use the window color selected in the Color control panel.
Uncheck the Use Macintosh Desktop Colors box to make Ultimate Family Tree use custom, more col-
orful graphics. You must quit Ultimate Family Tree and restart to see the change.

The custom graphics mode (Use Macintosh Desktop Colors unchecked) can reduce the perfor-
mance of the program. If you suspect that Ultimate Family Tree is running more slowly than it should,
switch to the Macintosh color mode.

When you open certain windows while in the custom graphics mode, the message, “Picture col-
ors may be incorrect. Do you wish to use Macintosh Colors?” may appear. Click No to ignore the mes-
sage, and open the window. Click Yes to change the desktop display to Macintosh colors. Exit, and
then restart Ultimate Family Tree to change to Macintosh colors. This message will appear if your
monitor is set to 256 colors. If your monitor is set to 16 colors, the Macintosh colors will be used by
default.

2. Click OK to close the Desktop Preference window.

3. Quit and restart Ultimate Family Tree if you changed the Use Macintosh Desktop Colors setting.
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Modifying the Name Format

To further customize Ultimate Family Tree, you can modify the way names appear in windows. Names can
appear alone or with additional information such as dates of birth and death.

These options do not affect how names appear in lists or in the editable name fields in the Individual
Record window.

1. From the Utilities menu, choose Desktop Preferences, and then Name Format.

Name Format

— #dd To Name —— — Indiv. Flags  —

(@) Mothing tict Pol ﬁ
¥ AriCem
3 ears G ralaw
dS'EIe/Ct an option for "/ Record Number HCrCem
iIsplaying names i
playing (" Image Info ;arlufm
rinfo . L
" Indiv. Flag PbEook List of individual flags

entered in project

— Surnames

[] Use Upper Case
[ Hide Slashes (/) =

Figure 8-17: Name Format Window

2. Select any of the following options from the Add to Name group:

* Nothing— Only the name.

* Years— Names plus birth and death years.

« Record Number— The name plus record number.

* Image Info— The name, plus the wonthageif an image is linked to the individual.

« Indiv. Flag— The list of flags on the right side of the window is activated when this radio button is
selected. Select the flag you want from the list. The name appears plus the selected individual flag (if
attached to that name).

3. Check the Use Upper Case box in the Surnames group to display surnames in all uppercase letters.

4. Check the Hide Slashes (/) box in the Surnames group to display surnames without slash marks.
Checking this also removes the braces {} from titles. This setting does not affect the Individual Record
window.

Note After changing the name format, click any open window to display the new name format.
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Project Utilities

Ultimate Family Tree offers several features to help you manage your project files. They are found under
Project in the Utilities menu.

Pack

Packing a Ultimate Family Tree project permanently removes records that have been deleted from your project
or from a library. This is an important feature to use after deleting a number of records because packing
reduces the total disk space used. Ultimate Family Tree also rebuilds all index files associated with the project.

From the Utilities menu, choose Project, and then Pack. To interrupt the Pack process, press Escape.
This stops the Pack and leaves the original file unchanged.

This speralion removes all unused
FE records from project databsses |1 may
take & long time For & large praject

) e

Figure 8-18: Pack Message Window

Note The Pack process replaces your original project files. Make a backup copy of your project files
before starting Pack.

Ultimate Family Tree creates large work files during the packing process. If Ultimate Family Tree
runs out of disk space during a pack, it automatically recovers the original project.

Reindex

Reindexing rebuilds any index files that are associated with an open Ultimate Family Tree project. You
should reindex in the unlikely event an error message indicates that an index file is corrupted. From the Util-
ities menu, choose Project, and then Reindex. Ultimate Family Tree informs you when the reindexing is
complete. See page 173 for information on error messages.

Check Window

The Check feature tests the files in a Ultimate Family Tree Project and Library. Inconsistent links are
repaired if possible, and unlinked events removed (for example, birth events remaining after an individual
has been deleted). An option is provided to rebuild footnotes.

1. From the Utilities menu, choose Project and then Check.
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Figure 8-19: Check Window

Check any of the following boxes in the Project group:

Events and Event Links- Removes events to which no individuals are linked. This option also checks
place links to make sure an associated place is in the Place Library. If an associated place is not four
(it may have been deleted while in a different project), the place is restored and given tikissame

ing Place no. nnThennwill be replaced by the place record number. Edit the place name in the Indi-
vidual Record window to chanddissing Placeo the correct place name. See page 174 for more
information.

Add Birth/Death Events— Checks all individuals for birth events. If one is not found, a new event is
added and parents are linked. If the Living status flag for an individNalutimate Family Tree
looks for a corresponding death event. If one is not found, a death event for that person is added.

Find Duplicate Record Numbers- Checks individual record numbers to make sure they are unique
and reports any duplicates found. Use the Individual Record window to assign unique numbers. See
“Deleting or Renumbering Duplicate Record Numbers” on page 168.

Check Parent Links— Checks links to parents.

Source Links— Checks source links to make sure an associated source is in the source library. If an
associated source is not found, the source is restored to the Source Library when the Repair option i
chosen. The new source is replaced with a source type called Generic and given thinkaoven

source nnThennwill be replaced by the source record number. Edit the source in the Source Record
window to chang&nknown Sourcéo the correct source information.

. Choose Rebuild Footnotes if you want to rebuild all footnotes. This option is useful if you did not

choose to build footnotes during a GEDCOM conversion.
The Rebuild Footnotes procedure overwrites any text you have typed directly into the Footnote
text field of an Evidence window. If you do not want this text overwritten, do not choose this option.

. When you select any of the Project options, the Repair button is activated. You have two ways to chec

your data:

Click OK to check items selected on the left side of the window and prepare a report telling you what's
wrong. Click OK to see the list of data that will be fixed when you click Repair or that you can choose
to edit yourself.

Click Repair to check the data and repair if possible.
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A text file named CHECK.TXT is created when either OK or Repair is clicked. This text file lists
problems found and changes and repairs that have been made to a project and library. If you want to save this
file for later use, be sure to rename it before running a new Check.

Note Running a complete set of tests on a project may take from several minutes to many hours to
complete, depending on the size of the project. To stop the Check routine, press the Escape key.

Deleting or Renumbering Duplicate Record Numbers

If the Check routine reports that you have duplicate record numbers, you must delete or renumber one of
them. To find duplicate record numbers, from the Utilities menu, choose Project, then Check. Check the Find
Duplicate Record Numbers box. Click OK. When the Check routine is complete, a CHECK.TXT file is
opened, showing any duplicate records. If no duplicates are found, the CHECK.TXT file will not be dis-
played.

To delete duplicate record numbers, follow these steps:

1. Choose Individual Record from the Build menu to open the Individual Record window. Choose Locate
from the Search menu and enter the record number, for example, 150. Press the Return key, and then
click the OK button.

2. In the Individual Record window, change the record number to an unused one, for example, change
record 150 to 10150. Choose Save from the File menu to save.

3. Choose Locate from the Search menu and enter the record number for the duplicate, for example, 150.
Press Enter and then click OK.

4. Choose Delete Record from the File menu to delete this record.

5. Once deleted, choose Locate from the Search menu, enter the changed record number (10150), press
Enter and then click OK. Change the changed record number (10150) back to the original number
(150). Choose Save from the File menu to save.

Viewing GEDCOM Exceptions

Ultimate Family Tree maintains a list of the information that did not convert into a project from a GEDCOM
file. The GEDCOM Exceptions window appears with the GEDCOM file behind it as a read-only file. The
top left corner of the GEDCOM Exceptions window indicates the path and name of the GEDCOM file you
are viewing.

1. From the Utilities menu, choose Project, and then GEDCOM Exceptions to view the contents of the
GEDCOM Exceptions list.

Note If you have deleted or moved the GEDCOM file from the folder from which it was imported,
and then try to open the GEDCOM Exception window, the message, “"GEDCOM file not found,” is
displayed in the upper right corner of the Ultimate Family Tree window.
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Figure 8-20: GEDCOM Exceptions Window

Individual— Indicates the individual to whom the exception belongs.
Event— Indicates the event to which the exception belongs.
Exception Number Indicates the number of the exception you are viewing.

Total Exceptions— Indicates the total number of items that did not convert to the Ultimate Family
Tree project.

GEDCOM Tag— Indicates the GEDCOM tag that was not imported.

Exception Note Box- Shows the text that was attached to the selected tag, followed by the phrases
ignored or not fully convertedr unrecognizear ignored to indicate the text was left out of the

project. To update your data more easily, you can copy this text into a text file or field using the Copy
and Paste commands from the Edit menu.

Note The phrasejinrecognized or ignoredndicates that Ultimate Family Tree correctly interpreted
the GEDCOM information but did not use it (usually because a conversion option, such as Include
Last Changed Date, was not selected). The pligaseed or not fully convertedndicates that Ulti-

mate Family Tree could not interpret the information correctly.

. Click the Next and Previous buttons to scroll through the Exception List in the GEDCOM Exceptions
window.

. Click Show to activate a copy of the original GEDCOM file and to view where the exception is located
in that file. Click the Close box or press the Escape key to close the GEDCOM file and to return to the
GEDCOM Exception window, or click on the GEDCOM Exceptions window to bring it forward.

. Click Remove to remove the GEDCOM exception displayed in the Exception Note field from the
GEDCOM Exceptions list.

. Click Remove All Like to remove the GEDCOM exception displayed in the Exception Note field and
all GEDCOM exceptions like it from the GEDCOM Exceptions list.

. Click Close to close the GEDCOM Exceptions window.
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Opening an External Text Document

1.
2.
3.
4.

To open an external text document, choose Open from the File menu.
Select Text. Click Open.
Change to the folder that contains the text document you want to open.

Select the document, and click Open.

Saving An Open External Text Document
Under a New Name

S A

From the File menu, choose Save As.

Select Text and click Save.

Select the folder in which you want to save the document.
Enter a name for the document.

Click Save.

Exiting Ultimate Family Tree

To exit Ultimate Family Tree, choose Quit from the File menu.

Note It is not necessary to close a project before exiting Ultimate Family Tree. If you quit Ultimate
Family Tree with a project open, that project will be open the next time you start Ultimate Family

Tree. If you close the project before exiting, the next time you start Ultimate Family Tree you will

need to choose Open from the File menu to open a project. See page 9 for more information on open-
ing an existing project.



Appendix A:
Common Questions

This appendix provides answers to questions users commonly ask and solutions to problems sometimes
encountered in Ultimate Family Tree. See “Did You Know?” on page 20 for more information.

Frequently Asked Questions

How do | split my project?
See page 156.

Why is the Find button sometimes dim on the Individual Record?
The Find button is available only when the cursor is on a name or place field.

How do | get events without dates to print in the proper order?

Ultimate Family Tree places all events in chronological order by the date entered in the Sort Date field
Events without dates will print first, followed by those with dates. When you know the order in which events
took place, but do not have dates, enter a date in the Sort Date field for each undated event to place the eve
in the proper order. For example, if you know the birth order of the children in a family, but do not know the
birth dates, enter an approximate date for each child in the Sort Date fields for their births, making sure the
oldest child has the earliest Sort Date. The Sort Date will not print in the report, but Ultimate Family Tree
uses it to place events in chronological order. To edit the sort date, click the numbered button to the left of
the event name in the Individual Record window to open the Events window.
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How do | edit place names in Ultimate Family Tree?

You can edit the spelling of place names in the Place field on the Individual Record or Events win-
dows. See page 23.

How do | add a sibling when | don’t know the parents for an individual?

To use the New Sibling button on the Individual Record, you must enter a parent in either the Mother
and Father fields. If you do not know the parents for a group of siblings, enter a name for the father or
mother in the appropriate parent field. For example, for an individual named John Smith, you could enter a
mother or father namddnknown /Smith/or (-----) /Smith/ etc. With at least one parent named, you can
enter siblings.

How can | turn off the note messages?

Ultimate Family Tree provides three levels of context-sensitive messages that require a response from
you before continuing. To turn off all but the most critical messages, choose Desktop Preferences from the
Utilities menu and then Miscellaneous. In the Messages group, select Critical. Click OK to close the Desk-
top Preferences window.

How do | turn off graphics?

Ultimate Family Tree runs faster without the default graphics. To turn them off, from the Utilities
menu choose Desktop Preferences and then Miscellaneous. Select Use Macintosh Desktop Colors.

What should | do when | get the message “At least one other source has the same first abbreviation”
when creating new sources?

Abbreviation 1 is used to identify the source in lists. If possible, change Abbreviation 1 to something
unigue so that the source is easily identifiable in lists. If not possible, leave the duplicate, but be aware of this
duplication when adding sources to evidence windows.

How does Ultimate Family Tree store data?

Ultimate Family Tree organizes family history information into projects. If you are researching your
own family, keep all your research data in one project. If you are a professional genealogist, you will proba-
bly have at least one project for each client.

When you begin a family history project, Ultimate Family Tree asks you to give your project a name.
If, for example, you call your project “SMITH,” Ultimate Family Tree creates two project control files:
SMITH.PRO and SMITH.FPT. The information Ultimate Family Tree needs to manage your project files is
stored in these two files.

Specific information about individuals and events in their lives is stored in several files managed by the
project control files. Approximately 25 to 30 numbered files belong to each project and begin with the same
two or three numbers. Each numbered file has two or three different extensions: .DBF (database files), .FPT
(memo files), and .CDX (index files). You can print a Project Summary report to show how each numbered
file is used and the drive and directory that contains the file.

Some of the information you enter can be used in more than one family history project. Ultimate Fam-
ily Tree stores this information in special libraries that can be accessed by any project you're working on.
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Ultimate Family Tree maintains libraries for places, sources and source types, event and role types, and
media. These common libraries save you time and increase the consistency and reliability of your data.

Note Because the library files are common to all projects, do not delete places, sources, or media
that might be used in other projects. Deleting an item from a library will remove the links to that item
in the current project, but will not remove links in unopened projects. If you ever need to reinstall Ulti-
mate Family Tree, be sure to back up your library and media libraries before you reinstall, or install
only the program files.

Troubleshooting

This section lists error messages and possible problems you might experience in Ultimate Family Tree anc
what you can do if you encounter them.

General Errors

Error 15: Not a database file

The file which Ultimate Family Tree is trying to open may be corrupted. Restore the most recent
backup of your data.

Error 26: Database is not ordered

This message usually means there is a problem with an index file. From the Utilities menu, choose
Project and then Reindex to rebuild the index files. If reindexing does not correct the problem, rebuild all
project files by creating a duplicate project. See “Save As Ultimate Family Tree Project” on page 155 for
steps to create a duplicate project. When you are certain the project has been fixed, you can delete the ori
nal project. If creating a duplicate project does not correct the problem, try reinstalling the program files only
(not a full installation). See “Reinstalling Ultimate Family Tree” on page 4.

Error 41: Memo file is missing/invalid

A file which Ultimate Family Tree is trying to open is either missing or corrupted. Rebuild all project
files by creating a duplicate project. See “Save As Ultimate Family Tree Project” on page 155 for steps to
create a duplicate project. When you are certain the project has been fixed, you can delete the original
project. If creating a duplicate project does not correct the problem, try reinstalling the program files only
(not a full installation). See “Reinstalling Ultimate Family Tree” on page 4.

Error 56: Not enough disk space

Ultimate Family Tree needs approximately 2.5 MB free disk work space for every 1000 individuals in
the open project. Delete any programs or files that you do not use to free additional hard disk space. If yoL
save a project or file to another drive or floppy disk, make sure the disk has sufficient space. This error car
also occur if you have duplicate record numbers or an individual is linked as his or her own ancestor. Chec
for duplicate record numbers using the Check routine found in the Utilities, Project menus. Check your dat:
for incorrect links.
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Error 1707: Structural CDX file not found

This message indicates that an index file is either missing or corrupted. Reindex the project by choos-
ing Project, and then Reindex from the Utilities menu. A file that Ultimate Family Tree is trying to open is
either missing or corrupted. Rebuild all project files by creating a duplicate project. See “Save As Ultimate
Family Tree Project” on page 155 for steps to create a duplicate project. When you are certain the project has
been fixed, you can delete the original project. If creating a duplicate project does not correct the problem,
try reinstalling the program files only (not a full installation). See “Reinstalling Ultimate Family Tree” on
page 4.

Format not allowed

The image file you are trying to open is either corrupted or the image format is not supported by Ulti-
mate Family Tree.

Some place names sa§lace missing from Library

Each place in the Place Library uses an internal record number. When a place is added to an event, a
link from the event to that place record number is created. If that place is missing from the place library
because you deleted the place in a different project, you deleted the Place Library, or you overwrote the
Library files by reinstalling the entire program, the link to a valid place is broken.

To restore the missing place, backup your Project and Library files. See “Backing Up a Project” on
page 153. Choose Project from the Utilities menu and then Check. Select all options in the Project group and
then click Repair. Any places used in the current project that are missing from the library are restored. The
new place is given the name, Missing Place no. nn. The nn represents a place humber. To change this place
name to the correct name, return to the Individual Record window that contained the missing place. Tab to
the place field, Missing Place mm, and overwrite Missing Place with the correct place name for that event.
Choose Save from the File menu to save it. A message appears stating that the place was Missing Place no.
nn and is now the name that you just typed. Click Yes to change the spelling to the new name.

Be sure to enter the correct place name. The new place name will now be attached to all events that
originally used this missing place in the current project and to all other projects that use this place record.

File does not exist (upon opening Ultimate Family Tree)

If you have intentionally or accidentally deleted a program file that Ultimate Family Tree later needs,
you might see this message. You might need to reinstall the program files only. Do not reinstall the full pro-
gram or data entered in the Library files (places, sources, and/or media information) will be lost. See “Rein-
stalling Ultimate Family Tree” on page 4.

File too large for Ultimate Family Tree
The external text file you are attempting to import is too large for the Ultimate Family Tree text field.

Display Errors

Individual, Marriage or Place Lists contain strange names in the column titles

If the View lists contain strange names (for example, INO instead of numbers) in the column titles,
pack the project using Pack from the Utilities, Project menus.
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When A Descendant Box Chart opens, List windows (Individual, Marriage and Source) close

Ultimate Family Tree closes all browse windows before opening a new Box Chart window. This is
normal.

No names are displayed in the Candidate Individuals list

There are two possibilities: Ultimate Family Tree has not found any matching individuals, or the
project needs to be thoroughly indexed using the Check routine (with no options selected) from the Utilities
Project menus.

Displaying Images and Screen Resolutions

The resolution of your computer display adapter and monitor directly affects the quality of the images you
display. Resolution is determined by the number of pixels (picture elements) on the monitor and the numbe
of colors per pixel. A SVGA monitor, having 480 x 640 pixels and 256 colors is the minimum recommended
configuration for displaying images. Image quality improves dramatically as pixels and color depth increase

If you are using a system that is limited to 256 colors, configure Ultimate Family Tree to use the Mac-
intosh Colors option. See page 164 for more information.

Slide Show Troubleshooting

First slide flashes before each slide
Play Slide Show flashes the first image before displaying the next image. This is normal.

Printing Errors

The report Use Grouping options are dim
No individuals have been found in the Grouping list. See “Grouping” on page 74.

Place names are shortened or abbreviated in reports

Some structured reports, such as the Family Tree report, are designed with a 30-character limit to plac
names. Ultimate Family Tree shortens these names, if required.

Starting person not in individual grouping list

Grouping is checked and the selected person for the report is not in the Grouping List. Either add the
individual to the Grouping list, or uncheck Use List in the report window.
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IMPORTANT—READ CAREFULLY BEFORE USING THIS PRODUCT
LICENSE AGREEMENT AND LIMITED WARRANTY

BY USING THE SOFTWARE INCLUDED WITH THIS AGREEMENT (“PROGRAM”) YOU ACCEPT THE TERMS OF THIS LICENSE WITH PAL-
LADIUM INTERACTIVE™ INC. IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, AND YOU ARE ALSO THE ORIGINAL PUR-
CHASER OF THIS PROGRAM LICENSE (“ORIGINAL PURCHASER”), PROMPTLY RETURN THE SOFTWARE TOGETHER WITH ALL
ACCOMPANYING ITEMS TO YOUR DEALER FOR A FULL REFUND.

LIMITED USE LICENSE. Palladium Interactive and its suppliers grant you the right to use one copy of the Program for your personal use titdy. All rig
not expressly granted are reserved by Palladium Interactive or its suppliers. You must treat the Program and associateddreatgrdements thereof

like any other copyrighted material (e.g., a book or musical recording). This Agreement is governed by the internal slavstaoftihe State of Califor-

nia.

YOU MAY NOT:

» Use the program, or permit use of the program, on more than one computer, computer terminal, or workstation at the same time.
« Make copies of the materials accompanying the Program, or make copies of the Program or any part thereof.

« Copy the Program onto a hard drive or other device and you must run the Program from the CD-ROM (although the Progegntapglam
portion of the Program onto your hard drive during installation in order to run more efficiently).

« Use the Program, or permit use of the Program, in a network or other multi-user arrangement or on an electronic bubgsteboardther
remote access arrangement.

* Rent, lease, license or otherwise transfer this Program without the express written consent of Palladium Interactise paoepathtransfer
the complete Program copy and accompanying materials on a permanent basis, provided that no copies are retained amttbijreesdipitne
terms of this Agreement.

« Reverse engineer, decompile, disassemble, or create derivative works of, the Program.

LIMITED WARRANTY. Palladium Interactive warrants to the Original Purchaser only, that the Program shall perform substantially in accordance with
the accompanying written materials for ninety (90) days from the date of purchase.

EXCLUSIVE REMEDY. The original Purchaser’s exclusive remedy for the breach of this license shall be, at Palladium Interactive’s optia tieéther (
repair or replacement of the Program that does not meet Palladium Interactive’s Limited Warranty and which is returrdidrtol R@tactive with a

copy of your receipt; or (b) a refund of the price, if any, which you paid for the Program and associated materials. @thié/amainty is void if the fail-
ure of the Program has resulted form accident, abuse, misapplication, or use of the Program with incompatible hardware.

NO OTHER WARRANTIES. PALLADIUM INTERACTIVE AND ITS SUPPLIERS, IF ANY, DISCLAIM ALL WARRANTIES WITH RESPECT TO
THE PROGRAM AND ACCOMPANYING MATERIALS, EITHER EXPRESSED OR IMPLIED, INCLUDING BUT NOT LIMITED TO IMPLIED
WARRANTIES OF MERCHANTABILITY, NON-INFRINGEMENT OF THIRD PARTY RIGHTS, AND FITNESS FOR A PARTICULAR PURPOSE.
THIS LIMITED WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. DEPENDING UPON WHERE YOU LIVE, YOU MAY HAVE OTHER
RIGHTS, WHICH VARY FROM STATE/COUNTRY TO STATE/COUNTRY.

LIMITATIONS ON DAMAGES. IN NO EVENT SHALL PALLADIUM INTERACTIVE OR ITS SUPPLIERS, IF ANY, BE LIABLE FOR ANY CON-
SEQUENTIAL OR INCIDENTAL DAMAGES WHATSOEVER ARISING OUT OF THE USE OF OR INABILITY TO USE THE PROGRAM OR PRO-
GRAM PACKAGE, EVEN IF PALLADIUM INTERACTIVE OR ITS SUPPLIERS, IF ANY, HAVE BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES. PALLADIUM INTERACTIVE'S LIABILITY SHALL NOT EXCEED THE ACTUAL PRICE PAID FOR THE LICENSE TO USE
THE PROGRAM. BECAUSE SOME STATES/COUNTRIES DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSE-
QUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU.

US. GOVERNMENT RESTRICTED RIGHTS. The Program and documentation are provided with restricted rights. Use, duplicatiarsuoedigdhe
Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of The Rights in Technical Data and Comuecl8ofte at DFARS
252.227-7013 or subparagraphs (c)(1) and (2) of the Commercial Computer Software-Restricted Rights at 48 CF 52.227eh8)asTéeplontractor/
Manufacturer is Palladium Interactive, Inc., 900 Larkspur Landing Circle, Suite 295, Larkspur, CA 94939.

SAVE THIS LICENSE FOR FUTURE REFERENCE
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Glossary

Abbreviation 1 The first abbreviation used to identify a source. Usually, the name of an author or com-
piler is used.

Abbreviation 2 The second abbreviation used to identify a source. The identifier can be a title or name,
and is italicized in printed reports unless italics are not supported by the printer.

Ahnentafel A German word meaning ancestor table. This report uses a text format rather than the family
tree (pedigree) form.

Ahnentafel number A unique number assigned to each position in a family tree (pedigree) whether or not
you have an individual to fill that position. These numbers do not vary from chart to chart. Ahnentafel
numbers can tell you exactly how a particular ancestor is related to the selected individual.

Ancestral File A compilation of records submitted to the LDS Family History Center by individuals doing
genealogical research.

Ancestral Ordered Book The history of an individual back to his or her distant ancestors.

ASCIl Stands for American Standard Code for Information Interchange. This standard defines the codes
for a character set used for information exchange between computer systems of different manufactur
ers. ASCIl is a common coding standard used in the computer industry.

Backing up Copying data, typically the data on your hard drive, to a floppy disk.
Backup A compressed file used to back up the current project.

BBS (Bulletin Board System) A computer running communications software and connected to a tele-
phone line through a modem that can be accessed by remote users

Canon law A code of law in which degrees of consanguinity are defined. In canon law, the degree indi-
cates the number of steps on a consanguinity chart from one individual to the closest ancestor share
in common by a second individual. This number produces the degree of consanguinity between thes:
individuals.

CD ROM (Compact Disk Read Only Memory) A data storage medium that uses laser optics rather than
magnetic means to read data. Information can be read from CD ROM disks, but not recorded on then
They are capable of storing an enormous amount of data compared to a traditional floppy disk.

Check box A small square in a dialog box or window that can be selected or cleared. When the check box
is selected, an X appears in the box. A check box represents an option that you can set.

Citation Detailed information that documents a pedigree, a genealogy, or a statement of fact.
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Civil Law A code of law in which degrees of consanguinity are defined. In civil law, as distinct from
canon law, the degree depends on the number of steps on a consanguinity chart from one individual to
another.

Click  To quickly press and release the mouse button.
Clipboard A temporary storage location used to transfer data between fields, windows, and programs.

Close box A box found in the upper-left corner of most windows. Choosing the close box closes the win-
dow.

Collateral Descended from a common ancestor, but through a different line, such as a cousin, aunt, uncle,
nephew, etc.

Command A word or phrase, usually found in a menu, that you choose to initiate an action.

Command key A key that, when held down while another key is pressed, causes a command to take effect.
The Command key is marked with a propeller-shaped symbol. On some keyboards, the Command key
has both the propeller symbol and the Apple symbol on it.

Consanguinity A legal description of the distance between two individuals who are related by blood.
Consanguinity is defined differently under civil law and canon law.

Copy An Edit menu command that copies selected text to the Clipboard without removing it from the
original location. See ald®aste

Cut An Edit menu command that removes selected text from its original location and places it on the Clip-
board. See alsBaste

Descendant Ordered Book A type of book that singles out an ancestor and traces his or her children,
grandchildren, and all other documented descendants to the present day.

Dialog box A window that requests information. A Dialog box is a stepping stone to initiating an action.
Digitized image A photo or picture that has been converted into an electronic (digital) format.
Direct Media Media items that are digitized and stored on your hard disk.

Double-click To rapidly press and release a mouse button twice without moving the mouse. Double-click-
ing selects an object and carries out an action.

Double dating If you encounter dates prior to 1752, you will find that a double year might be listed, such
as 1725/26. The explanation for double dating is an alteration to the calendar. In 1582 it was found that
the Julian calendar which had begun with Julius Caesar was off by 11 minutes and 14 seconds a year
according to the cycle of the sun and moon. Beginning when the Julian calendar was first used in 46
BC, the error accumulated yearly, and in 1582 Pope Gregory XlII corrected the discrepancy. The cal-
endar lost ten days as the Pope decreed that October 4 would be followed by October 15.

Countries accepted the new Gregorian calendar at different times, and England and the American
colonies did not do so until 1752. By then the discrepancy between the Julian and Gregorian calendars
was 11 days. This difference was compounded by the celebration of two New Year’s days by England
and its colonies. The government celebrated New Year’'s on March 25, and the masses celebrated the
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holiday on January 1. Depending upon which calendar you used and when you celebrated New Year’
Day, there would be a difference in dating. To satisfy both conventions—until 1752 when the January
New Year’s celebration was made official—double dates sometimes were recorded.

You can enter the double date year in the Free-form date field. The double date will print on text
reports, such as the Genealogy report. The Structured date will display the second year in the double
date and will print on structured reports such as the Family Group Report.

Drag To move an object on the screen by selecting the item and then holding down the mouse button whil
moving the mouse. For example, you can move a window to another location on the screen by drag-
ging its title bar.

Emigrant A person who departs from a country to settle elsewhere.

Event GEDCOM The Event GEDCOM Version 1.0 specification has been designed by to provide the
most complete transfer of event-oriented genealogical data. It is an extension of Family Version 5.3
that incorporates features for transferring events, roles, sources and images. Event GEDCOM is
designed to be compatible with lineage-linked systems, while providing extensive support for event-
oriented systems, such as ROOTS IV. At the current time, only Ultimate Family Tree and Visual
ROOTS and ROOTS IV programs support Event GEDCOM.

Event text footnote Free-form text that can be used to record explanatory notes or other references aboult
an event that are best reported as a footnote rather than in the body of printed reports.

Evidence Relates to or provides proof of a claim. In genealogy, most evidence comes from records, docu
ments, and circumstances.

Family GEDCOM The current GEDCOM specification, version 5.5, is a family-focused, lineage-linked
format. It uses cross-referenced pointers to connect each child to a family and each family to its chil-
dren. It does not provide for the transfer of as much data as Event GEDCOM, version 1.0.

Family Group Sheet A genealogical form summarizing genealogical data for a single family unit. The
Family Group Sheet contains detailed information about a family unit-husband, wife, and children.
The Family Group Sheet begins with the husband and wife, and then lists their children in birth order.

Field A specific area set aside for a given type of information, for example, a name field, date field, place
field, etc.

Flags A method for keeping track of special information that can be answered true or false. Ten flags are
available for each individual in your project. They can be defined differently for each person. Exam-
ples of flag situations include the need for more research, attendance at a certain college, or cause ¢
death.

Footer Text printed at the bottom of every page for most Ultimate Family Tree reports. It can include
name and address of preparer and the date the report was printed.

Footnote Provides the evidence to support a fact. Footnotes can be either explanatory text or evidence pr
sented in a more structured format (such as author or title).

Format The way text appears on the pages of a report.
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Free-form field Fields that allow you to enter names and dates as they appear in their original source with-
out formatting constraints.

Free-form text Text that does not conform to a structured or rigid format.

GEDCOM A standard to provide for genealogical data exchange between programs. GEDCOM stands
for GEnealogical Data COMmunications. Ultimate Family Tree supports two GEDCOM forms: Fam-
ily and Event.

Group A cluster of related radio buttons or check boxes, located in a window, from which you can make
selections.

Grouping Grouping is a way to generate specialized lists of individuals who fulfill certain criteria.
These lists can be manipulated or merged in a variety of different ways.

Header Descriptive text printed at the top of every page for most Ultimate Family Tree reports. It can
include book name and page number.

Highlighted Selected object or text that will be affected by the next command or action. Highlighted text
appears in black-on-white (reverse video) on monochrome displays and sometimes in color on color
displays. Highlighted objects might change color or be surrounded by a selection cursor.

Icon A small picture representing various types of applications on the desktop.

Image Photographs, movies, videos, digitized images, and any other type of image that might be used to
document a family history.

Immigrant A person who comes to a country to take up permanent residence.
Import To convert a non-Ultimate Family Tree file into a Ultimate Family Tree project.

Index A list of all individuals and marriages in the project with a page number reference to where the
name appears on a chart or report.

International characters Alphabetic characters with diacritical marks commonly found in languages
such as French, Spanish, or German.

Invert selected Grouping command to exchange everyone in the grouping table for everyone previously
excluded from the grouping table project.

List window List windows show information from your project in a table format, using rows and columns.

Lock A check box on some windows where you can lock the starting individual in the window. The indi-
vidual will be in the window when it is next activated.

Long Name The Long Name is a hame of up to 65,000 characters for the selected individual. The long
name is not displayed on screen in Build or View windows, but is used in Family Journal reports. Slash
characters (/) define the surname and curly braces { } define a title.

Media A general term encompassing all types of information from text to sound, but used here to refer
specifically to pictures and graphics.
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Memory RAM (Random Access Memory). The memory in a computer designed to store data temporarily.
The data in RAM is lost when you turn off the computer. Permanent data storage is made on floppy o
hard disks.

Menu A list of commands you can carry out. Menu names appear in the menu bar at the top of the Ulti-
mate Family Tree main window.

Menu Bar A horizontal bar containing the names of all the menus at the top of the main window.

Message dialog box Contains information messages, warnings, and critical messages about the operation
of Ultimate Family Tree.

Modified Register A genealogy format that conforms with the style used in the National Genealogical
Society’s Quarterly. It is sometimes called the Record plan.

NEHGS New England Historic Genealogical Society, 99-101 Newbury Street, Boston, MA 02116.
NGS National Genealogical Society, 4527 17th Street, North, Arlington, VA 22207-2399.

Option A selection in a dialog box. An option affects the way in which a command is carried out. Dialog
boxes have several kinds of options including radio buttons (you can select only one) and check boxe
(you can select as many as you wish).

Parental partner A parents who is not married or does not have a marriage record.

Paste An Edit menu command that moves text from the clipboard into a text file or Text window at the
new cursor location. See alSopyandCut

Preferred image The selected image that can be displayed from the Pedigree, Family, and Descendant
windows.

Radio button The small round button in a window that acts like the buttons on a car radio. In a group of
related radio buttons, only one can be on at a time.

RAM Random Access Memory. The memory in a computer designed to store data temporarily. The data il
RAM is lost when you turn off the computer. Permanent data storage is made on floppy or hard disks

Record A collection of related data items, for example, an individual record.

Record Footnote Free-form text that can be entered about an individual to print out as a footnote. Not rec-
ommended for formal source citations.

Record plan A genealogy format that conforms with the style used in the National Genealogical Society’s
Quarterly. Also called the Modified Register.

Redo Edit menu command that repeats a cut or copy that you make.

Redundant ancestors When there is more than one line from an individual to his or her ancestor, the
ancestor is considered redundant. This normally occurs when cousins marry.

Referenced media Media of every kind that can not be transformed into a digitized format.
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Register A genealogy report that conforms with the style used by the New England Historic Genealogical
Society.

Research note Free-form text that can be entered about past, ongoing, or future research on an individual.

Reverse Register The Reverse Register is a genealogical report format that uses a numbering system sim-
ilar to the Register or Modified Register reports, and follows ancestral rather than descendant lines.

Rich Text Format (RTF) A standard developed by Microsoft describing a method of encoding formatted
text for easy transfer between applications. With the RTF standard, documents composed under differ-
ent operating systems and with different software applications can be transferred between those oper-
ating systems and applications. Ultimate Family Tree supports this standard.

Save A File menu command used to save changes made to an active window.

Scanned image An electronic reproduction of a picture or document that is stored in a file on the com-
puter.

Scroll bars The bars at the bottom and right edge of a window whose contents are not entirely visible.
Each scroll bar contains a scroll box and two scroll arrows.

Scroll box Contained in scroll bars. Dragging the scroll box up or down displays information in a list or
document.

Search Criteria The choices selected in the search routines that tell Ultimate Family Tree what to look for
when searching the project.

Selection cursor The selection cursor shows where you are in a window.

Shortcut keys The specialized key strokes (a combination of the Command key with a letter key) that you
press to carry out a command or action. If a command has a shortcut key, the key combination is listed
to the right of the command name on the menu.

Sibling Brother or sister, first-generation relationship with one or both parents the same.

Sort date The date used to establish the order of events and for calculating information such as a person’s
age at the time of a specific event. Normally it does not appear on reports.

SOUNDEX A code used by the United States Government to index early census records. It tries to mini-
mize spelling variations.

Structured date A date in fixed form (dd mmm yyyy) used on fixed or structured reports such as the Ped-
igree and Family Group reports.

Structured fields Fields, such as the sort date and structured date, that are used for structured reports, such
as the Pedigree and Family Group reports.

Submitter The individual creating a Tiny-Tafel or GEDCOM file. The word submitter is also used to refer
to information about this individual.

Text box A box located in a window where you type information.
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Tiny-Tafel Tiny-Tafel is a shortened variation of an Ahnentafel list. The Tiny-Tafel contains one line of
text for each family line, giving the surname, locations, and the time period represented by that family
line and codes to signify the degree of interest in receiving information concerning the ancestors or
descendants of that line.

Title bar The horizontal bar located at the top of a window and containing the title of the window.

Undo An Edit menu command that reverses the last action you performed on any text within a field, record
or file. Undo deletes a new record only if the record was not saved.

Unusual dates Unusual or nonstandard dates (for example, Quaker or Jewish dates). In Ultimate Family
Tree dates that do not fall between the limits of 100 AD to 3000 AD are considered unusual dates. Ulti
mate Family Tree is able to accept dates in all of these categories.

Wildcard A character used to represent one or more different characters. A question mark (?) can be use
to substitute for a single unknown character. The asterisk (*) can be used to substitute for more than
one consecutive character.

Window title  The title of the window that is found at the top of the window.
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Symbols

\ backslash 11, 80

# number sign 11, 30, 31

*wild card 63, 67, 77

/slash 11,12, 27, 64, 65, 76, 77
? wild card 63, 67, 77

{}braces 11, 27, 64, 65, 77, 80

A

Abbreviation 1 field 40
Abbreviation 2 field 40
adoption 44
Ahnentafel
list 111
number 57
report 90, 91
alias 47,81
Ancestor (Ahnentafel) report 91
Ancestor Interest (Al) 46, 111-113
Ancestor reports  89-91
Ancestor (Ahnentafel) report 90, 91
Family Tree (Pedigree) Chart 89, 90
ancestors
searching 71
viewing 17
Ancestral File 152
number 48
ASCII text file 37
asterisk 84

backingup 153, 154
backup, restore 154, 155
baptism 15

birth event, creating 14
Birth field 47

book
outline 85-86
title 81
Box Chart 94-102
Auto Edit Text option 100
book format 97
colors 101
deleting 102
design 96
display 101, 102
fonts 100
graphics 99
new 95
preparing 97, 98
Separate Surname option 100
Wall Chart format 97
Web page 123-125
browser, installation 4

C

caption, image 133
cemetery 15
characters
international 35
reserved 11
chart, Box 94
check spelling 36, 37
Check Window utility 166-168
child 45

adding 16, 44
ClarisWorks 79, 82
clock 164

Combining Individuals feature 159-161
Combining Places feature 161-162
Combining Projects feature 144
Command key 10

comments, project 8

common name 47

creating new record 12

187



188 INDEX

D

D’Aboville numbering system 93

date
adding 29
double dating 30
format 22
free-form 29
last edit 47
preferences 22, 164
sort date 29, 171
structured 29
unusual 30

delete
event 158
event type 32
image 133
individual 157
media 133
place 31, 158
project 20, 159
slide show 159
source 44,158

text 157

Web page 124, 125
descendant

searching 71

view 55

Descendant Interest (DI) 46, 111-113
Descendant reports  91-102
Descendant Box Chart 94-102
Descendant Text report 92
Direct Drop Descendant report 94
Indented Descendant report 91, 92
description, image 133
desktop display 6
graphics mode 6, 22, 164
Macintosh Desktop Colors mode 6, 22
desktop preferences 163-164
Direct Drop Descendant report 94
direct media 131
display 22
duplicate record number
deleting and renumbering 168
finding 168

E

emigration 15
employment 15
event 28-33
adding 14, 28
chronological order 171
creating 14,15
creating new event type 32
deleting 158
deleting event type 32
detail 15, 31
editing 34
GEDCOM 149
import 149
removing deleted 167
search 66
type 29
unrecognized 149
event type
deleting 32
new 32
evidence 38-44
adding 15, 16, 40, 41
Evidence status box 22
exiting Ultimate Family Tree 170

export
GEDCOM 150-153
image 135
text 38

F

Fa button 27

family
group 18,53, 54
key 163

tree 18, 52,53
Family Group, viewing 18, 19
Family Group report 104-106
Family Journal report 87-89
Family Tree (Pedigree) Chart 89, 90
Family Tree (Pedigree) window 17,52
father 24, 27

adding 13

changing 21
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files 172
find 23
individual 23, 76
find, see also search
flag 47
flag search 67
font setup 82, 83
footnote
creating 41, 42
customizing 43
rebuilding 167
formatting text 35
Free Note 42, 43
free-form date format 146, 164

frequently asked questions 20, 171

G

GEDCOM 32, 107, 110, 144, 145
exceptions, viewing 168, 169

Exceptions List report 110, 111

export 150-153

importing 145-149

options 145

submission 152

tag 32

Web page 119
generation number 92
Gomenu 20, 23,77
graduation 15
graphics 22

formats 131

Web page 118, 119, 122
grouping 74, 84

adding an individual 75

removing an individual 75

H

help 1
Henry numbering system 93
hints 20

image 131
adding 131-133, 136, 137
caption 133

image(continued)
deleting 133
description 133
displaying 134
exporting 135
linking 16, 135-137
new 132
preferred 136
viewing 134, 137
Web page 118, 119

immigration 15, 47

import
Family Tree Maker 148
GEDCOM 145-149
Personal Ancestral File 148

Reunion 148
ROOTS IlI 148
text 37

unrecognized events 149

Indented Descendant report 91, 92

index additions 81
individual
combining 159-161
creating new 12, 26
deleting 157
finding 23, 76, 77
flag 47
list view 58, 59
media 50

miscellaneous information 46-48

record 26-33

summary 54, 55

text 34
Individual button 26
Individual List report 23
individual summary, viewing 19
Individual Summary report 106
installation

browser 4

program 3
Instant Web Page

connecting to Palladiumnet

creating 116, 117

file organization 117,118

graphics 122

linking files 118, 119

previewing 124
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Instant Web Paggontinued)
tutorial 120-122
uploading 126

interest level 46, 112

international characters 12, 35

Internet 2, 119, 125

K

Key Families field 163
Key Families, updating 8
keyboard 10

kinship view 56, 57

L

language 48
last edit date 47
launching word processor 82
LDS event 15
Library, restoring 154, 155
linking media 135-137
list
individual 58
marriage 59
source 59
locating individual 76

Macintosh desktop colors 6, 22, 164
Mail Label window 46, 48
Mail List report 109
mail search 68
marriage 21, 33
creating 14, 33-34
editing 21, 34
list view 59
media
adding 136, 137
caption 133
deleting 133
description 130, 133
exporting 135
linking 135, 136
new 132,136,137
Ref Name 130
referenced 130
searching 69
slide show 137-141

Media Library 50, 129-133, 139
Media Link window 16, 50
medical

history 16, 49

searching 69
Medical History window 16
menu bar 10
merging 144
messages 164
Microsoft Word 79, 82

Miscellaneous Individual Information window 16, 46

miscellaneous searching 70
Mo button 27
modified Henry numbering system 93
Modified Register report 87, 88
More button 16, 45
mother 24, 27
adding 13
changing 21

name
alias 47
common 47
entering 27
long 46
preference 81
religious 48
searching 63, 77
titte 27
name format 165
reports 81
National Genealogical Society 81, 88
nationality 47

New England Historic Genealogical Society 81, 88

New File window 7

new individual 26

New Individual button 12
new project 7,8

New Spouse button 21, 33

0

online 119, 120-122, 125
opening
existing project 9
new project 7,8
text file 170
Open File window 9
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optimize
Check function 166-168
pack 166
reindex 166

P

Pack utility 166
page
layout 81
setup 80-83
Palladium Interactive 119
parents 24
adding 13, 27
changing 21, 28
editing 27
unmarried 45
viewing 53
Pedigree report 89, 90
pedigree, viewing 52
performance 164
Personal Ancestral File 148
photo, viewing 58
place
adding 30, 33
combining 161-162
deleting 31, 158
editing 23, 31
missing from library 174
removing from an event 158
Portrait report 103, 104
preferred image 136

preparer
information 8
name 81, 105

printing, see also reports
options 80, 81
preparing 85
reports 83, 84

project 172
backup 153-155
control files 172
creating 7,8
deleting 20, 159
duplicate 155
information 162, 163
merging 144
opening 9

project(continued)

restoring 154, 155

saving 153-155

split 156, 157

viewing information 162, 163
Project Information window 8
Project Summary report 107
proof 38-42

Q

Quick Start Tutorial 12-20
QuickTime 129
quit 170

R

record number 27, 58

duplicate 168
redundant ancestors 56
Reference field 47
referenced media 130
Register report 87, 88
registering a web page 126
Reindex utility 166
reinstalling Ultimate Family Tree 4
Relationship List report 102, 103

relationship
searching 71
viewing 56

religion 48

religious name 48

repairing a project 166-168

report 102, 103
Ancestor (Ahnentafel) 90, 91
basic steps 83
book title 81
Descendant Box Chart 94-102
Descendant Text 92, 93
Direct Drop Descendant 94
Family Group 104-106
Family Journal 87-89
Family Tree 89, 90

GEDCOM Exceptions List 110, 111

Indented Descendant 91, 92
Individual List 108

Individual Summary 106
Mail List 109
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report(continued)
Marriage List 108
name format 81
name preference 81
Pedigree 89, 90
Portrait 103, 104
preferences 80, 81
Project Summary 107
Source List 108
Text 103
Tiny-Tafel 111-114
Title Page 86, 87
Research report (Family Group) 106
researcher 8, 81, 163
reserved characters 11
restoring a backup 154, 155
Reunion 148
Rich Text Format (RTF) 2, 11, 79, 80

S

saving
backup 153-155
data 11

project 153-155
search 62, 63
ancestors 71
citation 65, 66
complex name 65
descendants 71
events 66
flags 67
grouping 74-75
individual 23
individual events 67
mail 68
media 69
medical 69
miscellaneous 70, 71
name 63, 64
options 62
relationship 71
rules 77
SOUNDEX 64
source 65
surname 64
text 72,73
vital statistics 73

shortcut key 10, 11
sibling adding 17, 45
signature 47

slide show 137-141

adding existing slide show 140, 141

creating 138, 139

deleting 159

editing 139

viewing 58
Social Security number 48
sortdate 171
sound, Web page 119
SOUNDEX 64, 102
source 38-43

adding 39, 40

deleting 44, 158

editing 43

list view 59

new 40

record 39-41
Spell Check feature 36, 37
splitting a project 156, 157
spouse 24

adding 14,21

changing 21, 34
Spouse button 33
start new project 7, 8
starting Ultimate Family Tree 4,5
submitter, Tiny-Tafel 113
summary, view individual 19
system requirements 2

T

technical support 2

temple code 15

text
adding 15, 16
biographical 34
deleting 157
event 34
exporting 38
external 170
footnote 34
formatting 35
importing 37
individual 34
opening external file 170
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text (continued) view (continued)

research note 34 image 134, 137

saving external file 170 individual 55

searching 72 individual list 59

selecting 36 individual summary 19, 54
Text report 103 kinship 56, 57
Tiny-Tafel 46 marriage list 59
Tiny-Tafel report 111-114 name 58
tips 20 name format 165
Title Page report 86, 87 pedigree 52
title photo 58

book 81 project information 162, 163

names 27 record number 58
troubleshooting 173-175 redundant ancestors 56
tutorial relationship 56

quick start 12 slide show 58

Web page 120-122 source list 59

Web page 124

U vital statistics search 73
Ultimate Family Tree W

getting familiar with 10

installing 3,4 Wall Chart 97

quit 170 Web link 48

starting 4,5 Web page
Undo 22 Box Chart 123, 124
Universal Resource Locator (URL) 48, 116 connecting 119
unmarried parents 45 deleting 124,125
update Key Families 8 GEDCOM 119
utilities 166 graphics 122

images 118, 119

V registering 126
. tutorial 120-122
view uploading tips 126

ancestors 17 viewing 124

descendants 55 wild card 63, 67, 77

family group 53 WindowShade 11

family tree 52 word processor 82

GEDCOM exceptions 168, 169
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