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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
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 ever want to go back
and check a fact, you can check the source at the same time.

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. You can take two directions 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 accurate—
information available.

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



Conducting an Interview

After picking your brain for facts and while searching your home and the homes of others looking for writ-
ten sources of information, you have an opportunity to sit down and talk with people about the past. In this
most 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 five Ws—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 our inte
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 genealogical and official records in libraries, archives and repositorie
scattered throughout 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 genealogical collections are found in libraries maintained by The Church of Jesus Christ o
Latter-day Saints (LDS Church). While the Family History Library in Salt Lake City, UT 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 those
any search. First, you define exactly what you want to know, then design a method for carrying out the
search. You search, return with data, and then assess whether it is accurate. Once verified, it can fit into th
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 multimedia genealogy. Genealogy is the pur-
suit of knowledge 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.

You can store and display video and audio recordings, pictures, drawings, and scans of important do
uments. You can create and organize slide shows with descriptions and music, and play them back on you
computer screen. You can even scan your own photos directly into Ultimate Family Tree, edit, and modify
them. Taking advantage of Object Linking and Embedding (OLE), Ultimate Family Tree provides nearly
limitless possibilities for multimedia presentations.

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 approximately 200 predefined events or by cre-
ating your own. Fundamental information for each person is entered through Ultimate Family Tree’s power
ful Individual 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 website 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, creating beautiful journals, and experiencing the
voices and pictures of loved family members.
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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

* 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.

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

1. Check the Table of Contents or the Index ofdtiznate Family Tree User’s Guider the subject you
need help with, or from the Ultimate Family Tree menu, choose Help followed by Help Topics. In the
resulting window, locate on-screen information about your topic.

2. See “Troubleshooting” in Appendix A and online Help for answers to common problems.

If you need assistance with Windows, please contact Microsoft Corporation or consiligrmsoft
Windows User’s Guide
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Getting Ready to Install

System Requirements

Ultimate Family Tree is a Windows program designed for systems having an 80386SX or more powerful
computer and 8 MB or more Random Access Memory (RAM). You need at least 20 MB of free hard disk
space before installing Ultimate Family Tree. The files supplied with the program require approximately 15
MB of hard disk space. An additional 5 MB of disk space is required (approximately 2.5 MB for data and 2.5
MB for temporary work space) for every 1000 individuals you add. The program can use a TWAIN-compat-
ible device such as a scanner, a sound card, and other multimedia features. Additional hard disk space me
be required to use multimedia features fully. A modem is required to use the “Go Online” feature.

Make sure you have everything you need
Your Ultimate Family Tree package should include:

« Ultimate Family Tree User’s Guide

 Registration card

+ CD-ROM disk

Customer Registration

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

Installing Ultimate Family Tree

Ultimate Family Tree can be installed as a separate program or as an update to ROOTS IV, Visual ROOTS
or Family Gathering. If you use any of these programs, you need to decide whether to install Ultimate Fam
ily Tree as an update or in a separate directory. If you have no other ROOTS or Family Gathering program
simply follow the installation instructions below. If, however, you are using one of these programs, we rec-
ommend that you install Ultimate Family Tree as an update.

If you choose to install Ultimate Family Tree as an update to Visual ROOTS, the program files for
Visual ROOTS will be deleted after Ultimate Family Tree has been installed; however, all data files will
remain intact. You can proceed to use Ultimate Family Tree without additional considerations.

If you install Ultimate Family Tree as an update to ROOTS |V, the Ultimate Family Tree library files
will be installed in the same directory as the ROOTS IV library files, resulting in two sets of library files.
When you install Ultimate Family Tree as an update to ROOTS IV, the ROOTS IV program files are deleted,
the data files remain intact, and the library files retain their ROOTS IV hames. If you start a hew project, yol
have the option of choosing to create an Ultimate Family Tree or ROOTS IV project. If you choose to create
a new Ultimate Family Tree project, the Ultimate Family Tree library files are used. If you choose to create ¢
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ROOQTS IV project, your existing ROOTS 1V libraries, containing the places and sources entered in
ROOQTS 1V, are used. If you have been using ROOTS Il or another genealogy software program, you will
import your ROOTS Il or GEDCOM file, and the Ultimate Family Tree library files are used.

If you are currently using ROOTS IV and want to have only one set of library files, you should install
Ultimate Family Tree in a separate directory, create Event GEDCOM files of your existing data, and import
them directly into Ultimate Family Tree.

Note ROOTS IV library files are named X_PLBOOK.*, X_SOBOOK.*, X_ELBOOK.*, and so on.
ROOTS YV, Visual ROOTS, Family Gathering, and Ultimate Family Tree library files are named
V_PLBOOK.*, V_SOBOOK.*, V_ELBOOK.*, and so on.

Note When creating a new ROOTS IV project, Ultimate Family Tree looks for ROOTS IV library
files in the \ROOTS4\LIBRARY directory. If the ROOTS IV library files are located in a directory

other than \ROOTS4\LIBRARY, you cannot create a new project using those files in Ultimate Family
Tree. If you want to continue to use ROOTS 1V library files for new projects and ROOTS IV is
installed in a directory other than ROOTS4, install Ultimate Family Tree as a standard installation and
not as an update to ROOTS V.

Installation Instructions

To install Ultimate Family Tree as a new program or as an update to Visual ROOTS or Family Gathering,
follow these steps:

Note If you have any problems with the installation, see “Installation Troubleshooting” on
page 203. Please ensure that you have disabled all virus scanning software, screen savers, and any
other software which may interfere with the installation.

1. Start Windows
2. Insert the CD-ROM in your CD drive.

3. If you are running Windows3.choose File from the Program Manager, and then Run. If you are run-
ning Windows 95, choose Start, and then Run from the task bar.

4. Typed:\setup(substitute the correct drive letter for your own CD-ROM drive). Click OK.

5. The Ultimate Family Tree install program begins. It is strongly recommended that you close all run-
ning Windows applications before proceeding. Click Cancel to stop the setup program and close any
running applications or click Next to continue.

6. The Setup program will search for installed components of Visual ROOTS, ROOTS IV, or Family
Gathering. The installation program will ask you if you want to update an existing program or install
Ultimate Family Tree in a new directory.

7. Click Yes to update the program or No to install Ultimate Family Tree as a separate program.

Note If you install Ultimate Family Tree as an update to ROOTS 1V, Visual ROOTS, or Family Gath-
ering, the program files for those programs will be deleted after Ultimate Family Tree has been suc-
cessfully installed.
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8.

10.

11.

12.

13.

If you chose No, the default directory is C:\UFT. Click Browse to specify a different directory.

Note If you specify a directory that doesn’t exist, a message appears stating that fact. Click Yes to
continue the installatioDo notspecify a directory which contains ROOTS IV, Family Gathering,
Ultimate Family Tree, or Visual ROOTS unless you chose one of the update options in the previous
window. If you do, Ultimate Family Tree willot be installed as an update to that program. The pro-
gram files for the existing program will remain after Ultimate Family Tree has been successfully
installed. No data files will be overwritten; however, important control files for the other program will
be overwritten.

Choose one of the following options and click Next:

Typical— Installs the program plus the Kennedy sample project.

Minimum— Installs Ultimate Family Tree and library files without the Kennedy sample project.
Custom— Allows you to install selected files. The Custom option should be used for reinstallation only.

You are prompted to select a program folder or group. The defgefiéalogyYou may enter a folder
or group name and click Next.

Setup tells you that it has enough information to start copying files from the CD-ROM. Click Next to
continue. Setup installs Ultimate Family Tree, Ultimate Family Tree Gateway, Family Alboum Maker,
Records Requester, the Gazetteer, and Browser Setup.

Note If you need to go back to a previous step for any reason, click Back to return.

If you are installing over a previous version of Family Gathering or Ultimate Family Tree, the install
program will ask you whether you wish to retain or copy over the following:

Existing Spell Checker files
Existing Event Choice lists
Existing report configurations
Existing Task Lists

Existing right mouse setups

Note If previous REVENT, Spell Checker, or Event Choice files are found, you are prompted to
install new files or use existing ones. If you have added words to the Spelling Dictionary, added new
REVENT data in ROOTS |V, or added new event types in Visual ROOTS or Ultimate Family Tree, do
not install the newer files.

Warning Answeringno will replace these files with program default files, and you will lose any
changes you may have made. Before reinstalling over a previously installed version of Family Gather
ing or Ultimate Family Tree, please read “Reinstalling Ultimate Family Tree” on page 6.

Once all of the files have been updated or installed, the Readme file, containing up-to-date informatior
not included in the manual, is displayed.

Close the Readme file and click Finish to end the installation.
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14.

On-

In the new Genealogy Program Group, up to six icons are created, depending on the installation
options you chose and the operating system you are using.

Browser Setup— ldentifies a browser for Ultimate Family Tree.
Ultimate Family Tree— Starts Ultimate Family Tree.
Kennedy Sample- Starts Ultimate Family Tree with the sample Kennedy project.

Uninstall Ultimate Family Tree— In Windows 3%, an additional icon is created to uninstall Ultimate
Family Tree from your system. In Windows 95, Uninstall is located in the Control Panel under Add/
Remove Programs. Note that Uninstall cannot remove any files created or modified after installation
such as Project or Library files.

Ultimate Family Tree Edito— Opens the powerful Windows word processor supplied with Ultimate
Family Tree.

Readme file— Opens a text file with last-minute information not available when the manual was created.

Line Guide and Browser Setup

In order to use the on-line features of Ultimate Family Tree, you need to run the Browser Setup program
installed with Ultimate Family Tree. Browser Setup looks for an existing browser on your system and either
configures Ultimate Family Tree to use this browser, or lets you install the Netscape browser from the Ulti-
mate Family Tree CD-ROM. Browser Setup will not change your browser configuration in any way.

To use Browser Setup, exit Ultimate Family Tree and follow the Browser Setup instructions in the On-

Line Guide included separately in the Ultimate Family Tree box.

Reinstalling Ultimate Family Tree

To reinstall Ultimate Family Tree, follow these steps.

1.
2.
3.

Start Windows.
Insert the CD-ROM in your CD drive.

If you're running Windows &, choose File from the Program Manager, and then Run. If you're run-
ning Windows 95, choose Start, and then Run from the task bar.

Typed:\setup(substitute the correct drive letter for your own CD-ROM drive). Click OK.

5. In the Welcome dialog, read the information and click Next.

~

. Setup will search for installed components and display a message if an existing Ultimate Family Tree

installation is found. Click OK.

Note The directory in which the Ultimate Family Tree executable file was found is displayed in the
Destination Directory box. Click Browse to change to another directory.

Three installation options are available. Select Custom and click Next.
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8.
9.

Deselect the options you do not want reinstalled with Ultimate Family Tree.

Highlight Ultimate Family Tree by clicking once on the program name. Notice that the Change box
turns from gray to black. Click Change to select the modules of Ultimate Family Tree that you wish to
reinstall.

Note If you have added your own images, do not select Image Libraries. Choosing Program Files
and Printing Support Files reinstalls program files only and will not affect any data files. If you have
added your own images, places, or sources, do not select the image libraries, place libraries, or sourt
libraries. Intstalling these options will destroy your data by installing default libraries.

Creating an Ultimate Family Tree Icon in Windows 95

In Windows 95, Ultimate Family Tree can be accessed from the Start, Programs list. If you want to create a
Ultimate Family Tree icon on the Windows 95 Desktop, follow these steps:

1.

© N o g bk~ w D

Click the right mouse button on the Desktop.

Choose New.

Choose Shortcut.

Click Browse.

Change to the \UFT directory and choose UFTREE (UFTREE.EXE).
Click Open. UFTREE.EXE appears in the Command line.

Click Next.

TypeUltimate Family Treen the name field and click Finish.

Starting Ultimate Family Tree

Before starting Ultimate Family Tree you should be familiar with Microsoft Windows, have Ultimate Family
Tree installed on your computer, and have your printer correctly installed and configured under Windows. I
your printer is not set up, consult your Windows manual for assistance.

1.
2.

To start Ultimate Family Tree, follow these steps:
Start Windows.

Open the Genealogy program group (or whichever group or folder in which you installed Ultimate
Family Tree).
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= Welcome!

Welcome to Ultimate Family Tree!

Ultimate Family Tree did not find an open Project. You can .

Open | Open an existing project, or;

Leave Ulimate Family Tree.

Figure 1-1: Welcome Window

3. Double-click the Ultimate Family Tree icon. If you are starting Ultimate Family Tree for the first time,
the Ultimate Family Tree Title window appears, followed by the Welcome window with a message
stating Ultimate Family Tree did not find a project. You are offered the following options:

* New— Begins a new project
* Open— Opens an existing Ultimate Family Tree project

» Exit— Leaves Ultimate Family Tree

Ultimate Family Tree Desktop Display

Ultimate Family Tree provides two styles for desktop display. They are Graphics and Windows Colors.
Graphics provides wallpaper on the desktop and windows. Windows Colors establishes desktop and window
colors from the Windows Control Panel. If your monitor is set to 16 colors, the Windows Colors are used.

Using the 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 196 for instructions on how to switch to the
Windows color mode. Choose the colors option for Ultimate Family Tree according to your personal prefer-
ence and system performance.

Note The illustrations in this User’s Guide use the Windows Colors option to display screen shots.
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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.

Figure 1-4: New File Window

2. Inthe File Type list, select Ultimate Family Tree and choose Open.

3. In the File Name field, type a file name (up to eight characters) for the new project.

Path to file
File Hame: Directories: l— Save file
Type project name —— —|kenned_-,4.pro | c:hft\projects
- .
= uft
I = projects
File list
Directory list
& +
Save File as Type: Drives:
. - = -
Ultimate Family Tree Plulil | = B3| Drive list

Figure 1-5: Save As Dialog Box

4. Select the drive and directory for the new project. Typically, it's \UFT\PROJECTS. The current direc-
tory name appears above the directory list box.

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 and 2.5 storage space for every
1,000 individuals.
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5. Choose OK. The Project has now been created and the Project Information window is displayed.

10.

Path to the Project
Control file

]

The date the project
was last edited

— Laat D256
Pacjeci Tl KERHE DY
Bealvaduaty 202

Pige=] Veroon, B

Progeem Vession 1.0 E
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Figure 1-6: 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. The descriptiol
appears on the title bar of the Ultimate Family Tree window.

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 choosing Preparer 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’
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 on Family Group reports when Preparer Info is
checked, enter the Researcher’s record number in the Researcher # field. For a new project, enter ar
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 tc
the right of the name. This field is blank for a new project. Choose 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 box 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.



12 SECTION 1: INTRODUCTION

11. Choose OK to close the window and save changes. The Individual Record window appears and you're
ready to begin.

To open an existing project, follow these steps:
1. From the Menu Bar, choose File.

2. Choose Open.

B o

Path to file
File Name: Directories:
|’.pm | c:\wit\sample
kennedy_pro + = et *
= uft
= sample
+
+
List Files of Type: Drives:
Ultimate Family Tree Pmlil | Hec: |£I

Figure 1-7: Open Dialog Box

3. Inthe File Type drop-down list, select Ultimate Family Tree Project.

4. Select the drive and directory of the existing project. Select \UFT\SAMPLE directory if you want the
Kennedy sample project, or the \UFT\PROJECTS directory if you've already converted or saved a
project that you'd like to open.

5. Make sure that the proper drive, directory, and subdirectory appear above the directory list box.
6. Select the project filename to be opened (for example, KENNEDY.PRO).

7. Choose Open. The Individual Record window appears and is ready to accept information about an
individual.

See Section 8 for information on importing GEDCOM and ROOTS lll files.

Getting Familiar with Ultimate Family Tree

You can use a mouse or keystrokes to execute commands in Ultimate Family Tree menus and windows. To
use the mouse, position the pointer over a desired option and press the left mouse button. If a selection is
required, double-click the left mouse button. To use the keyboard, press the Tab or reverse Tab (Shift+Tab)
keys to position the selection bar. If a selection is required, press Enter or the appropriate shortcut key.
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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.

Title bar

E#e  Edit BHuild Go . Etﬂni Fegsria  LMilities  Online  Help

Figure 1-8: Menu Bar

To view a menu, click once on the menu name. A menu drops down under the menu name. You can also u
the keyboard to display menus. There are two keyboard methods:

« Press the Alt key to activate the menu bar and then use the right or left arrow keys to move across thi
bar to the menu name you want. Press the down arrow key to open the menu.

« Press the Alt key followed by the underlined letter in the menu name.
A similar approach is used to choose options within each menu. Use one of the following options:
» Press the left mouse button
» Press Alt plus the underlined letter
» Press the combination of shortcut keys indicated next to an option

Note At certain times during operation of the program, some menu selections are not available and «
short menu appears. When the short menu bar is displayed, the Toolbar is not active.

The menu items access a wide range of functions. For a description of each menu item, see Online
Help.

Function and Shortcut Keys

Several of the keyboard function keys help you enter data more efficiently. Others are used to move up an
down lists, to find people or places, and to access context-sensitive help. In combination with the Shift key o
the Control (Ctrl) key, the function keys perform a wide variety of additional tasks.
Shortcut keys are a combination of the Ctrl or the Alt key with a letter key. Similar to the function
keys, these specialized key strokes facilitate many essential tasks, such as copy, paste, build, and help.
Here are helpful and frequently used keyboard shortcuts:

¢ F5— To view an Individual Record, highlight a person’s name anywhere in the program and press F5.

« F8 — To open the Events window for an event, select the event and press F8 or choose the numbere
button to the left of the event name.

« F9 — To save data in a window, press F9, or in an Individual Record click the Save button on the
Toolbar.
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* F10— To find an individual, press F10. Type in that person’s record number or first few letters of the
name and choose Find to display the full name. Choose OK.

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

Toolbar

Below the Menu Bar is the Toolbar. It contains a set of buttons and icons that you click to perform specific
functions. These functions are also accessible from the Menu Bar, but the Toolbar provides a shortcut if you
use a mouse. The Toolbar is not active when the short Menu Bar is displayed.

View View Build Print Print Goto  Godown Preview
Save Individual Family Media  Family Group  Box top of one in Go Instant
project Summary Group Library Sheet Chart list list online  Web page Help
= 1 e e S Y 5 S A
| [ [ | | | | |
Edit View View Print Print Find Go up Go to Prepare Upload
Individual Family Photo Family  Descendant Individual one in bottom Instant Instant
Tree Journal Report list of list Web page Web page

Figure 1-9: Toolbar

You can turn the Toolbar on and off, and you can disable the balloon (command description) help asso-
ciated with each Toolbar button. See page 196 for instructions.

The arrow buttons on the Toolbar serve two functions. They are used to move up and down lists
opened from the View menu. They are also used to change from one individual to another in windows where
the Find button is active. You can move to the previous, the next, the first or last person in the project. The
next person is determined by the order in which you last selected and viewed an individual list. If the last
individual list you opened resulted from a search, the focus will change to those individuals in the search list.

Reserved Characters
The following characters are reserved for use by Ultimate Family Tree and must be considered when enter-
ing data:

e /— Used to mark surnames. On ROOTS Il import, the pipe symbol (]) is substituted for extra forward
slash characters in names. Do not use the forward slash character in names except to mark the begin-
ning and end of the surname.

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

* {}— 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.”
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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.

* \ — Used for control codes in RTF files. Do not use the backslash character in Ultimate Family Tree if
you will be using the RTF feature.

« {}— Used for control codes in RTF files. Do not use the left or right brace character (except to mark
a title in a name) if you will be using the RTF feature.

International Characters

If your keyboard does not have the accented keys you want for special characters, position the cursor in th
location where you want the character to appear. Hold down the Alt key and use the numeric keypad to typ
the three-digit ASCIlI number for the character, or copy and paste the character from the Windows Characte
Map. Ultimate Family Tree uses the MS Sans Serif font in name fields. Use the Arial font setting in the Win-
dows Character Map. See your Windows manual for help with Character Map.

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

o oo oo0oo0ooo o

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

For additional hints and tips, see “Did You Know?” on page 23.
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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’s events are
entered, as well as any text and footnotes for that person.

Other windows are for medical information, miscellaneous information such as nationality, languages,
aliases, and social security numbers. A media window is used to attach images or audio recordings to the
record for the individual.

In the following exercise, you'll add a new individual and parents, and 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, choose the
New Individual button to display a new Individual Record window with the next available record number.

Surnames
automatically marked Kgme |Jomo ph Patrick Kennedyd | 188 - 1565 Open father’s
Hpes...

by program Hl|l-l-llt !| |l.|.:. |!| " a ] —1— individual record

Fathar |Fatsck Joceph SLernedy)
Bgites | ka MHick

Ewesaly [ Plage o .
irth Ceplemben £, 1838 Eazl Borban, Suliok Ca, WA ¥ [Tag i%gl_evl;ldrgglﬁ;gégrd
obiigtenng  eplembe 51 ERR E .58l Boestven. Sisllodh, G B
Click to edit event — oegegoemon dunc 1, 1974 Haslon, Gulfol Co. M # u
Mg Ocicher 7, 1914 Hazlon, Suffalk Lo, M& x| |on
Degaily Howsdied TR, 1868 Hisnrds Poall WA o
H sl Hovember 20 199 Brockbre, Hoiolk Ca, i x| LBot

h:-l HH-HHI Ehzabeth fFilegealdsd I!I Fefl...
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—

I Open event window
— (add new event)

Figure 1-10: Individual Record Window

2. In the Name field, type your full name given at birth. Ultimate Family Tree automatically marks the
surname with slash (/) characters.

3. See Section 2, page 29 for more information on entering names which include titles.

4. Tab to the Sex field. Type M, F, or U. Alternatively, you can press the down arrow and select Male,
Female, or Unknown from the drop-down list.

5. Tab to the Living field. Type Y(es), N(0) or U(nknown). Alternatively, you can use the mouse to select
one of these options from the drop-down list.

Note Use the mouse or the Tab key to move forward from field to field in the Individual Record win-
dow. Shift+Tab moves you in the opposite direction.
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Adding parents
1. Tab to the Father field and type the name of your father.
2. Tab to the Mother field and type the name of your mother.

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

To edit the parents records, choose the associated button to the right of the parent name&a@hoose
edit the father's record. Choobta to edit the mother’s record.

Creating a birth event
1. Tab to the Birth event date field.

2. Type your birth date using any format you want. See Section 8, page 195 for information on setting
date preferences.

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

Note You can select an event name and press F8 or click the numbered button to the left of the ever
name to open the Events window where you can enter more detailed information. See page 30 for
more information on the Events window.

Creating a marriage event and adding a spouse

1. If your spouse is not yet in the project, choose the New Spouse button to create a new Individual
Record along with a marriage record. If a marriage event has not yet been created for your parents, yc
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. Press Tab to move to the date field of the newly created marriage event and type the date on which t
marriage took place.

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

5. Click the “S” button to the right of the spouse’s hame field to return to your Individual Record.

Creating other events
1. Choose the New Event button to add another event. The Events window opens.

2. Select any event from the list. To scroll the list, use the down arrow on the scroll bar or type the first
letter of the event you want to move to.
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Figure 1-11: Events Window

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 Tab out of the Free-form date field.

4. Tab 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 you graduated. Type the detail informa-
tion in the event detail line and press Enter. A marriage or divorce type event activates the Spouse field
where you can enter the name of the other individual linked to this event.

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

6. Choose OK to return to the Individual Record window.
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Adding Evidence, Text, and Other Information

1. Practice using the Tab key to move around the Individual Record window. Notice the context-sensitive
help that appears at the bottom of your Ultimate Family Tree window as you move from field to field.

Note Use the buttons to the right of the Events list to move up or down the list. An individual 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 Evidence. An X in the status bo»
indicates Text, Evidence, or both are present.

2. 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 choose OK to save the data and close the text window. An X shows that text is
present for this event.

3. Choose the Event Evidence Status box to open a window where you can enter evidence to support ti
event, such as a birth certificate. See page 40 for information about entering sources.

4. Choose the Text and Evidence buttons to type notes about an individual (up to 65,000 characters) ar
attach evidence documenting your knowledge of that individual. The Individual Text and Individual
Evidence buttons work the same way as the Event Text and Event Evidence Status boxes.

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

= Individual More

Open Miscellaneous Individual
Mizcellaneous. .. Information window

Medical. .. Open Medical History window

Cancel

Figure 1-12: Individual More Window

o o o

Open Multimedia Link window

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

7. Choose the More button, and then Media to open the Multimedia Link window where you can attach
and display or play image or audio recording files linked to an individual. See Section 7 for informa-
tion about adding and linking Media.

8. Choose Cancel to close the Multimedia Link window and return to the Individual Record window.
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Adding a Child
The Children box lists all children of the selected individual.
1. Add a child by choosing the New Child button at the bottom of your Individual Record window.

2. In the Parent window, specify the name of the other parent and choose Selected. A new Individual
Record window opens with the child’s surname already entered and the parent’s names in the Mother

and Father fields.

Choose to specify a

Specify other parent for new child parent in the list

Rose Elizabeth FITEGERALLD 1514

Figure 1-13: Other Parent Window

Note If the correct parent is not listed in the Other Parent window, choose 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.

Adding a Sibling
The Siblings window lists all siblings of the subject, including half-siblings.
1. From a child’s Individual Record window choose the New Sibling button 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 hame 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 parent
fields. For example, for an individual nami#mhn Smithyou could enter a father or mother named
Unknown /Smith/or (-----) /Smith/

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.



QUICK START TUTORIAL 21

Viewing Ancestors in the Family Tree (Pedigree) Window

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

Sk FITZEERALD EEMBEDY
Bodint's 4 Chiifiesn | Return focus to
previous subject
o . B HURPHT I |~ Switch to spouse’s
Jebvs B WEMREDY Jy ] thige! Family Tree
Palick & FEMREDY doamph Pabnck EEHMEDY
Jamer HICEEY i
TI By Augurks HICEEY When green,
Focus person L A EETRIRATRRY o ;%ccaéﬁirgggé
gersistion 1 Thamaz FITAEERALD i
Jubny B Sibilinge
Jabn Franciz FITZEERALD
FHosemsiy KERMEDY Razanna Cii 1]
F.athizen FEMNELY Aaze Elirabsith FITZBERALD
=Eusice Maiy KERMEDY }
«Prtsiia EEMREDY Michael HAMROH i
sRabeit F. EEMREDY My Jorephine HARNOM
Scroll down to SRS i My Ann FITZRERALD 1
other siblings

Figure 1-14: Family Tree (Pedigree) Window

2. Click the Find Individual button on the Toolbar or press the Find Key (F10) to open the Find individual
window. Type the number 1 and press Enter (or choose Find) to find your name. Choose 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. Choose Close to close the window.

Viewing a Family Group

1. From the View menu, choose Family Group. The husband and his parents (if known) are displayed a
the top, the wife and her parents are displayed in the center, and their children appear at the bottom «
the window.
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Figure 1-15: Family Group Window

2. To change the focus of the window, choose the Parents button to move your parents into the Husband
and Wife fields. Select a child in the Child list box and choose the Child button to change the focus to
that child.

3. Select your name and choose 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.

Control-menu box

B Summary for Joseph Patrick KENNEDYHE
Joseph was born Septernber 6, 1838 in East B
Bostan, Suffolk Co, MA,

Hig hirth parents are identified as:
father: Patrick Joseph KEMNEDY
mother: Mary Augusta HICKEY

He married one time.

Joseph died Movember 18, 1969 in Hyannis Part,

WA, at 81 years of age. Scroll through text

Figure 1-16: Individual Summary Window

Note Event details are displayed twice when viewing an Individual Summary. Because the Individ-
ual 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. For this reason, you can
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view the more extensive event information that can be entered into ROOTS IV and then accessed in

Ultimate Family Tree. What you see as a duplicate detail on the computer screen will not print in your
report.

2. Scroll through the text to review the information that you entered.
3. Close the window by choosing 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.
Deleting a Project

1. Choose Delete Project from the File menu. A warning window opens with this mesR&géQOU
SURE? ### records will be PERMANENTLY deleted if you choose OK

ARE YOU SURE?

242 records will be PERMANENTLY
deleted if you choose OK.

Cancel

Figure 1-17: Delete Project Warning

2. Choose OK.

3. Another window appears with this messa®RE YOU SURE? This project will be PERMANENTLY
erased if you choose OKhoose OK.

Did You Know?

There are some important features and short cuts built into Ultimate Family Tree designed to make enterin
your data easy. Read through this section for a description of some of these features. See “Frequently Ask
Questions” on page 206 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 Go Top to move to the first person in the project. Choose Go Bottom to
move to the last person. Choose Up or Down to move to the next person in the list. The person’s position il
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.
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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.

The New Spouse Button

To enter a new spouse for an individual, choose the New Spouse button. An Individual Record window
opens allowing you to enter the name and other information for the new spouse. You can return to the first
spouse by choosing the “S” button 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 part of the name in the Spouse field. Choose Find to open the Candidate Individuals
list with individuals whose names begin with the letters you typed in the list. Select the name and choose
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, choose List. If it is a new person, choose New.

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.

Choose 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 choose 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. 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, such as ABT to about. Dates entered before selecting a
date preference are unchanged.
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Graphics Display

Ultimate Family Tree provides two styles for desktop display, Graphics and Windows Colors. The graphics
mode can reduce the performance of the program. If you suspect that Ultimate Family Tree is running mor
slowly than it should, switch to the Windows color mode.

From the Utilities menu, choose Desktop Preferences and then Miscellaneous. Choose Use Window
colors and “none” in the Wallpaper drop-down list to change to Windows colors. Restart Ultimate Family
Tree to complete the change.

When you open certain window while in the graphics mode, the message, “Picture colors may be
incorrect. Do you wish to use Windows Colors?” may appear. Choose No to ignore the message and open
the window. Choose Yes to change the desktop display to Windows Colors. Exit and then restart Ultimate
Family Tree to change to Windows colors. This message will appear if your graphics monitor is set to 256
colors. If your monitor is set to 16 colors, the Windows 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 choose the Find button. A list of all places in the Place
Library is displayed. Scroll throughout the list to find place records you want to edit. Highlight a place name
and choose OK. Edit the place name and press F9, or choose the Save button on the Toolbar or Save from
File menu. A message appears stating that the place name has been changed. Choose OK to save the spe
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 Del (Delete) ke
on your keyboard. Press F9 to save and then choose the Find button to reopen the Place List. Select anotl
place from the list.

Note See pages 192 for information on combining duplicate place names.

When you have completed editing the place names, from the File menu, choose Delete Record to
delete this 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. If you select the main name field in the Individual Record window and choose the Find but-
ton, a list of all individual in the project opens. 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 letter. Select a name and choose OK t
change to that person’s record.

You can also choose a name from the Individual List. From the View menu, choose Individual List,
and then by Surname. Scroll through the list and double-click the left mouse button on a name to open the
Individual Record for that person.

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

See page 80 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, choose New. If the person has already been entered, high-
light the person’s name and choose List to link that individual. If you want to make changes, choose 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 it's importance, the Individual Record window is always
on the desktop. It can be minimized to remove it from the desktop when desired.

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 and audio recordings.

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 and sound connected to a person or a family

27
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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 23.

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 or by pressing F5 on the
keyboard. You can also use these methods:

* Choose the Individual Record button on the Toolbar.

« Select the Individual Record window (if it is displayed behind an open window).
» Double-click a name in a View list.

» Select a name from the Go menu.

2. Choose the New Individual button to display 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.)
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Figure 2-1: Individual Record Window
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Use the Tab key to move forward from field to field and Shift + Tab to move in the opposite direction.
Don’t use the Enter key because its primary function is to choose a selected command button or other
selected item.

Note Many buttons in the Individual Record window have an underlined letter in their title. Hold
down the Alt key and type that letter to move to the associated field or choose the associated button.
Once you have opened a record, you can enter a person’s information.

1. Type the person’s complete name. The name can include given names, surname, and title in any ord
Ultimate Family Tree marks the last name entered as the surname by enclosing it with slash (/) chara
ters. If you enter names in a different order, you can manually enter the slash (/) characters. If a nam
is longer than 52 characters, enter a shortened version here and enter a name of up to 65,000 characi
in the Long Name text box opened from the Miscellaneous window. See page 48.

Note Mark a title by enclosing it with left and right braces { } to distinguish it from a surname, for
example John /Smith/ {Jr.Jor Jane /Smith/, {Ph.D.JThe slashes and curly braces do not appear on
printed reports. To remove them from the displayed names on any Ultimate Family Tree window
except the Individual Record window, select No Slashes in the Name Format window (see page 196)
Use only one set of slash characters in the name field.

2. Tab to the next field and enter the sex of the individual. Type F, M, or U or press the down arrow and
select Male, Female, or Unknown from the drop-down list.

3. At the Living field, type Y, N, or U to indicate whether or not the individual is still living. Using the
mouse, you can click the down arrow and select from the drop-down list. If a death event is entered,
this field is automatically set to N 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. Tab 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 highlighinknown} and choose the Find button. From the Candi-
date Individual’s list, select the correct individual and choose 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, birth,
and death dates to be sure you have selected the correct person.

2. Repeat the step above for the Mother field.

To edit the parents records, choose the associated button to the right of the parent nam&a@hoose
edit the father’s record. Chookto to edit the mother’s record.

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
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entered. If it is a different person, choose New. If the person has already been entered, highlight the person’s
name and choose List to link that individual. If you want to make changes, choose Cancel to return to the
Individual Record window.

Adding Events
Events are added from the Individual Record window.

1. Choose the New Event button or click the numbered button to the left of an Event field labeled “none”
in the Individual Record window. Events are listed alphabetically, with the most common events capi-
talized so they appear first in the list.
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Figure 2-2: Events Window

2. Highlight an event name to select.

Ultimate Family Tree provides hundreds of 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 the source for a selected event. Create a new event type by clicking New. (See page 33.) You can
delete a selected event type by highlighting it and clicking the Delete button in the Event box. Basic event
types such as Birth, Marriage, Death, and Burial cannot be deleted. 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 choose
the Delete button under the OK and Cancel buttons on the right.

Dates

1. Enter a free-form date in the date field.
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2. Tab to the next field and confirm the results in the Structured and Sort date fields.

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 or Structured fields,
Ultimate Family Tree sets the Sort date to July 1 of that year. If you enter only the month and year, the Sor
date uses the 15th as the day. The Sort date does not print in reports.

You can enter dates in a variety of ways:

* 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 195 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 in the Structured Date field and the Sort Date
field. The structured date is used in reports, such as the Pedigree, where space is limited.

« The Sort Date— The sort date, used by the program to establish the order of events, doesn’t appear ir
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.

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 converte
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,
establish 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 cal
be established.

« Double Dating— 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 accordi
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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

1.

To enter a place for an event, Tab to the place field, type the first few letters of the place, and choose
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.

Up to 60 characters can be typed for a place name. A place name of that length will not display
entirely in the place field unless you scroll to the right. However, the entire place name will print in
text reports such as Family Journal (Genealogy), Text Descendant and Ahnentafel reports. In struc-
tured reports where space is limited, such as the Family Tree (Pedigree) and Family Group reports, a
long place name is abbreviated.

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.

Removing a Place from an Event

1.
2.
3.

To remove a place from an event, highlight the entire place name.
Press the Del (Delete) key on your keyboard, or type a new place name.

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, choose Yes. If you want to create a new place, choose No.

Editing a Place Name

To change the spelling of a place name, highlight the place name in the place name field in the Individual
Record window and type the correct place name. Choose Save from the File menu or press F9 to save the
spelling change. A window opens stating what the event place was and what it is now. Choose Yes to change
the name. For additional information, see page 25.
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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 include a building or apartment number.

Deleting Event Types

You can delete event types from the list if you want. 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. Choose the New Event button in the Individual Record window.
2. Highlight the event type in the Event Choices List.
3. Choose the Delete button in the Event box.

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

4. Choose 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, choose New Event in the Individual Record.

2. Choose New in the Events window.



34

SECTION 2:

ENTERING INFORMATION

3.

In the 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.

Type event name
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b firzmat
HEDCOM Tag:
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—— Type abbreviations to
be used on reports

|~ Enter role for event

Type verb(s) for your event

Figure 2-3: New Event Type Window

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 pages xx for more information about GEDCOM.

. Complete the sentence in the Verb box: First name

place date. If you are creating a memorial

service event, for instance, enter the words “was memorialized” on the blank field in the Verb box. The
role sentence might then read “Mickey was memorialized in Windsor, California, May 1, 1996."

6. Complete all fields in the window.

Marriages

You can create a marriage by choosing the New Spouse button in the Individual Record window, or by
choosing New Event. In both cases, a marriage event is added.
When you choose the New Spouse button, a new Individual Record opens where you enter a new
spouse. If you choose the New 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, pre-nuptial
agreement, marriage, 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 pre-marriage events
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Bride or Groomfor marriage events

Divorceeor Divorcé for divorce events

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

Man or Womanfor an annulment

Novioor Noviafor diligencias matrimoniales, matrimonio and velacion (Hispanic marriage events)

Creating a New Marriage Record

Follow these steps to create a new marriage event.

1.

Choose the New Event button in the Individual Record window.

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

. Tab to the place field and enter a place name. If the place has already been entered, type a partial pl

Enter the free-form date.

name (or simply highlight an unknown location) and choose the Find button to open the Candidate
Places list. Highlight the place name you want to enter for the event and choose OK.

Type the spouse’s name in the Spouse field. If the spouse is already in your project, enter a partial
name (or simply highlight -unknown-) and choose the Find button to open the Candidate Individuals
list. Highlight the name and choose 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, choose New. If the person has already bee
entered, highlight the person’s name and choose List to link that individual. If you want to make
changes, choose 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, choose 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 choose the Text button. Enter up to 65,000 characters in any free-for
text field. Many reports can include individual and event text. See page 14 for information on reserved cha
acters that should not be used when entering text.

Choose the option you want:

« Text or Biographical— Text Prints in the body of free-form reports.
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Figure 2-4: Event Text Edit Window

» 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.

« Underline, Bold, and/or Italics— Formats selected portions of text in reports. Highlight the text and
then choose a format.

Do not use the following characters in text with the Rich Text Format (RTF) feature:
* \— Do not use the backslash character in Ultimate Family Tree if you will be using the RTF feature.

« {}— Do not use the left or right curly brace character in Ultimate Family Tree (except to mark a title
in a name) if you will be using the RTF feature.

See page 85 for information on using the RTF feature.

International Characters

If your keyboard does not have the accented keys you want for special characters, position the cursor in the
location where you want the character to appear. Hold down the Alt key and use the numeric keypad to type
the three-digit ASCII number for the character, or copy and paste the character from the Windows Character
Map. Ultimate Family Tree uses the MS Sans Serif font in name fields. Use the Arial font setting in the Win-
dows Character Map. See your Windows manual for help with Character Map.
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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

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 left mouse button and hold it while dragging the mouse across the text to be selected.
3. Release the left mouse button.
To use the keyboard:
1. Position the cursor under the first character to be selected.
2. Press and hold the Shift key. Press the Right Arrow key until the text is selected.
3. Release the Shift key.

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, choose the Spell button, choose Spell Check from the Edit
menu, or press Ctrl+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.

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 word and choose Replace.

4. To edit the misspelled word, choose Edit. After editing, choose Replace.

5. To stop checking spelling and return to the Edit window, choose Done.
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Figure 2-5: Spell Check Window

The following is a list of options in the Spell Check window:
« Add— Adds the word in the Replace With Word field 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. The 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.

» Possible Spellings— Displays the closest matching words.

* 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 more words- Updates the Possible Spellings list box with more suggested words.

* Undo— Reverses the last Replace or Replace All command.
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Importing an External Text File

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

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

2. Choose Import.

Verify drive and B e ]
directory File Name: "\ Directories:
|’. kxt | c:\roots3skennedy
kee00039. txt + Erer T
keelD223 txt
kerD000T .tut £5 roots3 .
i ker00003_txt
Select file ker000D4 txt
ker000D7 _txt
ker00012_txt
ker00014._txt 3
List Files of Type: Drives:
Text File IEI | Hec: |£I

Figure 2-6: Open Dialog Box

Change to the drive and directory that contains the text file you want to import.
Highlight the file and choose Open.

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

From the Edit menu, choose Copy.

Close the external text file by choosing the Close box (or press Escape).

Click the left mouse button in the Text window where you want to insert the text.

© © N o 0 s~ w

From the Edit menu, choose Paste.

10. Choose 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. Open any text window in Ultimate Family Tree.
2. Select the text you want to export. See page 37 for instructions on selecting text.

3. From the Edit menu choose Copy (or press Ctrl+C).
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Choose OK to close the Text Edit window.
From the File menu, choose New.

Select Text from the Type list.

Choose Open.

Enter the file name with a .TXT extension in the File Name field.

© © N o g &

Select the drive and directory where you want to place the text file.
10. Choose OK to open the new external text file.

11. From the Edit menu choose Paste (or press Ctrl+V).

12. Choose the Close box to close the file.

13. Choose Yes when closing the text file if you want to save it.

Event 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 an Ultimate Family Tree project. Evidence
can include formal source citations and free-form notes.
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Add existing source
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Figure 2-7: Evidence Window
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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 |
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. Choose New.
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Figure 2-8: New Souce Type Window

3. Select a template from the 47 templates provided in the Source Types list. The Source Type Help bo:
at the right side of the window provides a description of the template you select. Choose OK.

4. Type Abbreviation 1 and 2 names for the type of source you're entering. Abbreviation 1 is used to
identify 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.

5. Choose the first component (by double-clicking, or highlighting and pressing Enter) 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.

6. Repeat step 5 for the remaining component lines.



42 SECTION 2: ENTERING INFORMATION

Note Enter ending punctuation (if desired) in the Main Text component field only for the Free-form
Text source type.

7. After completing the components, choose 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
you want in the associated Source Component field.

8. Choose Close to close the Preview window.

9. Choose OK to save the source and to close the Source Record window, or choose New to create
another new source.

Adding Evidence

To enter Evidence for an Individual, choose 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 choose 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. The Footnote button creates a footnote from the source informa-
tion you have entered. Use 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, choose 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

1. Scroll through the list of sources to find the correct source, select it, and choose OK. The selected
source is displayed in the Source Type list.
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2. Choose Text in the Edit group (if available) to open the Edit Text window, and then enter the appropri

ate 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. Choose 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. Choose 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, choose 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 Souce Type Window

Description and sample
of selected source

2. Select a source type. If the source type you want is not in the list, choose the source type, Free-form

text. Source Type Help is displayed to the right of the Source Type list.
3. Choose 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 because it is added automatically when the report is printed.
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6. Repeat step 5 for the remaining component lines.

Note Enter ending punctuation (if desired) in the Main Text component field only for the Free-form
Text source type.

7. Choose OK.

8. Choose Text in the Edit group (if available) to open the Edit Text window, and then enter the appropri-
ate data, such as the specific page number you want to cite for this proof (for example, page 29). Do
not type ending punctuation.

9. Choose 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 for the proof.

11. Choose 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, choose 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. Choose 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 a
footnote will not appear in reports.

1. In the Individual Record window, choose the Evidence button for the individual or Evidence Status
box for an event.

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

Note The footnote appears in the Footnote box. You can customize the footnote for printing if neces-
sary. See “Customizing a Footnote.”

3. Choose 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 42.

2. Edit the footnote as follows:
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Figure 2-11: Evidence Window

* Enclose each Source or Free Note in your footnote in code brackets, for example, [FR: :FR] or
[SO#: :SQJ. 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 sourc
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 & is underlined.
[IT:This text is italicized.:IT] This text is italicized.

You can also add information to a source listing that is unique to a specific piece of evidence, for
example, a page number in a document. Type this text outside the source code brackets, for example

[SO12:Harvey Rachlin, [IT:The Kennedy's, A Chronological History:IT] (New York, NY: Ballantine
Books, 1986),:S0O] page 43.

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

3. Choose OK to save your changes and close the Evidence window, or choose Cancel to close the Ev
dence window without saving changes.
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Editing a Source from the Evidence Window

To edit an existing source from the Evidence window, select the source and choose the Source button in the
Edit group.
Note Any changes made to the source record will affect all footnotes using this source.

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 an
event.

2. Choose Selected in the Delete group, or choose All to delete all evidence.

3. Choose Proceed to delete the source and footnote reference (if present), or choose Cancel to return to
the Evidence window without deleting the source.

Adding Children

The Children window lists all children of the subject.

1. In the Individual Record window, double-click the left mouse button on an individual's name to make
that person the focus of the Individual Record window. If you want to make a parent or spouse the
focus, choose the appropriate button to the right of their name.

2. To enter a new child for a selected individual, choose the New Child button.

Click to choose other
Specify other parent for new child [~ parent from list

Rose Elizabeth FITEGERALD 1514

Figure 2-12: Other Parent Window

3. In the Parent window, select the other parent for this child. Choose Selected. A new Individual 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 information. 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, choose Cancel or None in the Parent window. A
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new Individual Record window opens showing the parent. Enter the other parent in the appropriate
parent field.

Note To maintain proper text alignment, the text in the Parent window appears in a different font.

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 even
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.

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 win-
dows).

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 choosing the New Sib-
ling button. 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 named John Smith, you could enter a father or mother tdmkadwn /Smith/or (-----)

/Smith/

Additional Information

Ultimate Family Tree provides a way to add additional information for an individual. In the Individual
Record window, choose the More button to open the Individual More window. A green indicator next to the
button shows if information is already present.
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Figure 2-13: Individual More Window

1. Choose 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, and Social Security number.

2. Choose Medical to open the Medical History window where you can enter information about the indi-
vidual's physical characteristics (height, weight, skin, eyes, hair, etc.) as well as any known medical
conditions.

3. Choose Media to attach images or audio from the Multimedia Library to the individual you're editing.

Miscellaneous Individual Information

Ultimate Family Tree provides a way to add miscellaneous information for an individual. In the Individual
Record window, choose the More button, and then choose Miscellaneous to open the Miscellaneous Individ-
ual Information window.
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Figure 2-14: Miscellaneous Individual Information Window
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* 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 pel
line and a telephone number for the individual. You can specify mailings such as a newsletter to send
to this person. See pages 126 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 fin
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 ref
erence 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.

« 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 field 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 Information window is numbered as
generation 1 in Family Journal reports. In Descendant Family Journal reports, each generation of this
individual’'s ancestors is identified with an alphabetic character beginning with A, while the descen-
dant generations are assigned the usual generation numbers, beginning with 2. In Reverse Register
Family Journal reports, opposite from Descendant reports, each generation of descendants is given ¢
alphabetic character, beginning with A, while the ancestor generations are each assigned a generatic
number beginning with 2.

« Last Edit— 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.
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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 20
characters.

Common name- You can enter a commonly used name suclohsnyor Mary Ja This name 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, if Mary Jo is not entered here, Ultimate Family Tree uses Mary 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 Canadian “dit” 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
{ } to 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 a first and second choice 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 the 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. If you consistently use Alias 1 for a married name,
then Ultimate Family Tree uses the married name (when present) if you have selected Alias 1 as the
first choice name. 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.

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— 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 WWW site. If this genealogy were to be found at URL
http//www.anothersite.com/jfk.htnylou 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.
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Mail Label

Open the Mail Label window by choosing the More button in the Individual Record window. Choose Mis-
cellaneous, and then choose Mail Label in the Individual Miscellaneous window. Use the Mail Label win-
dow 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 as Mr. and Mrs. Thomas Smith.

et BT [] Fam. azaoc
Name and addresses — -I Bibdrassl ] Hemeime: E-"']
Fuddimoed ] Pithatay Check boxes to include
——1— individual on special
gﬂ E m mailing lists
Phone number Tuhephene O] O

Figure 2-15: Mail Label Window

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

2. Designate specific mailings to send to this person, such as a newsletter. Check any of the appropriat
options.

3. Choose OK to return to the Miscellaneous Individual Information window.
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Medical History

Choose the More button in the Individual Record window, and then choose Medical to open the Medical
History window.

Fm _hﬂ-:l’-ri:l:.ﬂi-ﬂ.l'
Enter physical | weight [ | @ peosdiifin Bloed tppe [ ] Epes| Ape[ 1]
characteristics Height []-[0] 2 kpfmtom g [ Hisi [
- Medupl Conditages
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1l iﬁw [1|_Himt Cirowsior S ook | []
1) — e o 0 Biih
Il #harnar's [1|_ High Siood Prazyam | - Slmmo
Il Foiol.] L 0| _Hssouls Open a medical
[ —rr 0 [ T candition text
[I Bddress 0 [ Patiacn's Dippps window
M| __Brhlabecz | [| ] Folia
i Bt i | Dionces
i Cancar 1 0| St Fem
I : 0 | Sl
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Il Cirraders 0 | OTHER

Figure 2-16: Medical History Window

Choosing a medical condition opens a free-form text window where you can enter up to 65,000 char-
acters of information. Choose the OTHER button at the end of the list of medical conditions to add any med-
ical conditions not listed in this window.
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Media

Choose the More button, and then Media to open the Multimedia Link window where you can attach image:
or audio from the Multimedia Library to the individual you're entering.

1. To add an image or audio file, in the Add Media Link group, choose Existing Media to open a Media
Select window.

Hadia Link & Hisfig
o i e Add selected
media to list

List of existing media

EEE I§

List of linked media

Hudis Somce
A Eulbmedia Llnay %4 Femgve Al
1 Selecied s
<1 Gjnde Shes 7]
Dmccrighizn
Description of
selected media
3

Figure 2-17: Media Select Window

2. In the Media list, highlight the item you want to add and choose Add to copy it to the Linked Media
list.

3. Choose OK.
4. Choose the Play Image or Audio/OLE button (depending on the type of file) to display or play the file.
5. Choose OK to close the Multimedia Link window.

See Section 7 for more information on the Multimedia Link window and building a Multimedia
Library.



54 SECTION 2: ENTERING INFORMATION




Section 3:

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, Individual Summary, Descendants, Kinship, Photo, Slide Show,
Media Tree, and Lists. Use the list windows to display information about individuals, marriages, and source:
in table (row and column) format. Use lists to help analyze data in your project, as well as to locate records
for editing.

o o o0oo0oo0oo0ooooo o

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 combined with pictures

View all information entered about an individual in story form

View the descendants of a selected individual with pictures

Determine the relationship between any two individuals in your project

View a slide show for an individual or family

View a four generation Media tree including pictures and narrative

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 or given name, date, or place

View the list of sources in your Source Library

55
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Family Tree (Pedigree) Window

The Family Tree (also known as a Pedigree) window displays up to five generations of a family. This win-
dow 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, or click the Family Tree button on the Toolbar.

Switch to spouse’s pedigree Return focus to previous subject
/
B FITPEERAD EENHEDY | Phota ||s.,_.=|||=.._|
Botwis & Chddsn Fatnick FERMEDY i
Paliich Jassph EEMREDY
b F. REMRETYY ] iyt :
Palrick E. FEMREDY doamph Fatick KERMEDY Indicates line
Jamaz HICKEY H continues when
green
TI My hugurka HICEE Y
Focus person\\ (P — ] 1]
John Fitrgerald FEHNEDY
gereiation 1 Thamaz FITZEERALD i
kel Jabn Franciz FITZRERALD
Aosemsiy KERNEDY Aazanna C1% 0
E.athizen FEMREDY fioze Elirabsth FITZEERALD
=Euisdge Maiy KERHE DY 2
= Patsa EEHMELY Hichael HAMHOH i
sRaheit . DEHRELT Marp Jorephine HAKMIN
lan A EENEETS X M A FITZBERALD ]

Figure 3-1: Family Tree Window

2. To change the subject of the Family Tree window, click the Find button on the Toolbar, or use the Find
key (F10) to select an individual.

3. Double-click a name to make that person the focus person of the window.
Note The indicator to the right of a name in the far right column will be on if that line continues.
4. Choose Previous if you want to move back to the previous subject.

5. Choose any person (by double-clicking the left mouse button) in the child list to move that person to
the subject line. (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 that child’s name.) The number of children in the list is shown at the top of
the list. Highlight a child’s name and press F5 or the Individual Record button on the Toolbar to dis-
play the Individual Record for the selected child. When you return to the Family Tree window, that
child will be the focus of the window.
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6. Double-click any sibling to make that person the focus. All siblings are listed, including those who
have only one parent in common. Use the scroll bar or the up and down arrow keys to move up and
down a long list of siblings, or type the first letter of the name to move up and down the list to that sib-
ling’s location. Press F5 or the right mouse button to display the Individual Record window for a
selected sibling.

Note A plus (+) sign is displayed to the left of a subject’s child or sibling if that person has descendants.

7. Choose the Spouses button to display spouses of the selected individual in the window. Choose Canc
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. (Choose edit in the Spouses window to open the spouse’s Ir
vidual Record window.)

8. Choose the Previous button to return the focus to the previous subject.

9. Choose Photo to display the preferred image (if any) for the selected individual. See page 164 for
information on selecting a preferred image for someone.

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

10. Choose 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 chil-
dren.

1. Choose Family Group from the View menu or click the Family Group button on the Toolbar to open
the Family Group window.
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Number of children —————1— 4} sy Limatta EEMREDY
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Figure 3-2: Family Group Window
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2. Press F10 or click the Find button on the Toolbar to find a new subject, and choose OK to return to the
Family Group window with your selected person as the Start person. Remember, you can press F5 or
choose the Individual Record button on the Toolbar if you'd like to display the Individual Record win-
dow for this or any selected individual.

3. 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.”

4. Choose +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 choose Cancel to return to the Family
Group window. These buttons are dim if no other spouses are found.

Note Parents who are not married or do not have a marriage record are considered parental partners.

5. Choose Parents to display the family for the husband’s or wife’s parents. These buttons are dim if no
parents are found.

6. To shift the family display forward one generation, highlight the child in the child list box, choose the
Child button, or double-click the name. When “no children” appears in the Child list box, the Child
button is dim.

Note 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 indicates 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.

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

8. Choose 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, press
Shift + F5 on the keyboard, or choose the Individual Summary button on the Toolbar.
The selected individual's information is displayed in story form. Individual text, plus footnote
and research notes, are shown in their entirety.

2. Information in the Individual Summary window can be viewed but not edited. To change information
appearing in the Individual Summary, edit the information in the Individual Record window.

3. To close the Individual Summary window, press Escape or choose the Close box.

Note Some event details might be displayed twice. This is normal.
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Double-click to close window ——— = [T TR Tl g~ =]
Joseph was born September B, 1885 in East
Bostan, Suffolk Co, hA,

His hirth parents are identified as:
father: Patrick Joseph KENNEDY
mother: Mary Augusta HICKEY

He married one time.

Joseph died Movember 18, 19689 in Hyannis Part,
WA, at 81 years of age.

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 a selected person. Up to 100
generations can be viewed.

1. Choose Descendants from the View menu.

FATRMCE MISEPH EEMREDY
GEW  oeneiotom 24 o asdter deighieis Generation number,

Select a generation number number of individuals

to view descendants in a
specific generation

Fjames Hosodicl KERMEDY

alnc iy

my Loe®as EERMEDY

Descendants of start person

Fafar  Patsck Joceps EERMEDY
Mpihei: M Swgusta HICKEY

Parents of selected person

Figure 3-4: Descendant Window

Note To find a new starting person for the Descendants window, press F10 or choose the Find buttol
on the Toolbar to open the Find Individual window. (See page 80.)
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2. 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 corre-
sponding number line in the gauge, or Tab to the gauge and use the Up and Down Arrow keys.)

3. Use the scroll bar if the list of descendants in a generation is longer than the box. Individuals in each
Generation List are shown in alphabetical order by given name. The number of persons in that genera-
tion are shown above the list, as is their relationship to the ancestor. The parents of the selected person,
if known, are displayed at the bottom of the window.

Note To edit an individual record, select the individual and press F5 or the Individual Record button
on the Toolbar to open the Individual Record window.

4. Choose Close.

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. Two individuals (Subjects 1 and 2), are selected as the subjects for a
relationship check.

Note In order to maintain proper text alignment, the text appears in a different font.

1. Choose Kinship from the View menu.

Lock in selected individual

1 PATRICK KEMHEDY Lock -[ZI
ﬁgﬁfgﬁ’gpazg D — iz a great grandfather of =
2 JOSEFPH PATRICK KENNEDY [] Lock
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Patrick EEMNEDT. .. .. ... ... ... a....3 n
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Select to view how the ® it @® Neares @ Generation ‘
individuals are related ~—— ]  Marriage > Redundant || > Ahnentafel Select to view
i Events ) Redundant2 | ) Consan redundant ancestors

Figure 3-5: Kinship Window

2. Start with Subject 1. A Lock button is next to the name field. Unlock the Lock button if it is checked.
Click the Find Person button on the Toolbar or press F10 to find a new individual. When the desired
individual is found, choose OK in the Find Individual window. See page 80 for information on using
the Find Individual window.
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w

10.

11.

12.

. Check Lock to lock in Subject 1.

Unlock the Lock button for Subject 2 (if Lock is on). Click the Find button on the Toolbar or press F10
to find the second subject for the relationship check. When the person is found, choose OK.

Note You must unlock a subject before the Find Individual and arrow buttons on the Toolbar will
work. Be sure to lock Subject 1 before moving on to Subject 2.

Choose 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 result from rel:
tionships in which there 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
generations to both is displayed. If the number 999 is displayed after an individual, there is no relation
ship between the selected 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 wher
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 Subject 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.

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

Choose Name and Record Number from the View menu to display that 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.

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

= Slide Show E2
Mame [Joseph's Photos | | Close I
~ Slide Show Show
Joseph's Photos  [E
List of slide shows
All
Mode
® Automatic
=
[] Sound Effects Turn sound effects on or off

Figure 3-6: Slide Show Window

2. Highlight one of the shows in the Slide Show list and choose Preview to see the slides for that show
displayed eight at a time. This allows you to review the show before viewing the show, one slide at a
time. See page 166 for steps to create a slide show.

3. To view the slides manually or automatically, select the appropriate option in the Mode group. If you
choose Manual, you must advance each slide by pressing the Escape key. If you choose Automatic, the
program advances the slides for you.

4. Check the Sound Effects option to turn sound effects on or off.

5. Choose Selected to view the show you highlighted or All to view all of the shows.

Media Tree

The Media Tree displays four generations of a family with pictures and recordings attached to each individual.
1. Choose Media Tree from the View menu.

2. To change the start person for the tree, use the Find Individual button or F10 key to find a new subject.
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Figure 3-7: Media Tree Window

3. Select Narrative from the Multimedia drop-down list and choose an individual’s name on the Media
Tree to hear a recording that has been linked to that person.

4. Select Photo and Narrative from the drop-down list and then choose an individual’s name to see an
enlargement of the “preferred image” and play a narrative, if present.

Note If more than one image is linked to an individual and none have been selected as the preferre
image, the first image linked to the individual is displayed in the Media Tree.

5. Choose Close to close the Media Tree.

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 1
for instructions on selecting a preferred image.

Individual, Marriage and Source Lists

« Individual List— Displays a list of all individuals in your project. To open the Individual List, choose
Individual 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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Figure 3-8: Individual List Window

« Marriage List— Provides a list of the marriages in your project. To open the Marriage List, choose
Marriage List from the View menu and choose one of the options: By Husband Surname, By Wife Sur-
name, By Husband Given, By Wife Given, By Date, or By Place.

» Source List— Provides a list of all your sources in the Source Library.

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 a record. 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 left mouse button and drag the pointer to
the left.

When text is available in a text or note field, you'll see Memo in the list with an uppercase M. When
no text is available, memo is displayed with a lowercase m. If text is available, you can view the text by
pressing Ctrl+PgDn with Memo selected. If you double-click on Memo, the Individual Record for the
selected individual opens.

Text in List windows can be viewed, but not changed. To edit text, events, sources, or other informa-
tion displayed in an Individual List window, select the field and press F5, or double-click the left mouse but-
ton to open the Individual Record window. Choose 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.

Use the vertically positioned arrows to scroll up and down the list. Use the arrows along the bottom of
the window to scroll horizontally throughout the list.
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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 using search criteria.

O

O 0o o0oo0oo0oo o

o o o o O

Name and/or SOUNDEX code

Citations

Events in an individual’s life

User-defined flags

Mailing label information

Linked pictures or audio recordings
Information contained in the Medical window

Information contained in the Miscellaneous window (long names, aliases, religion, nationality, social
security number, and more)

Relationships

Biographical, research or footnote text

Event details

Vital statistics (age at marriage, sex, living, related, unrecorded parents, and more)

Record number or part of the name
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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 drop-down list 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 list. 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 from the drop-down list at the bottom of the window to Replace, Add,
Remove, or Keep for the resulting Search list. (See options listed in the previous section.)

4. To check the search without committing the results to the permanent search list, choose Preview. Pre
Escape to return to the Search window.

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

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

Name Search

You can locate a person in an Ultimate Family Tree project by nhame or names. Various options provide fle
ibility in defining the Name search. The following rules apply when entering names in the Name Search anc
Find Individual windows:

m
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Figure 4-1: Name Search Window

« Use either uppercase or lowercase letters. Name searches are not case sensitive.

« Enter more than one name for a person if you want. For example, if you are looklngridfitzger-
ald Kennedyn your project, you can tygehn fitzgeraldn the top field.

» Type either full or partial names. For example, you can lydé to locateJohn Fitzgerald Kennedy

» Use special characters called wildcards. The question mark wild-card character (?) is used to substitute
for a single unknown character. For examjalen finds all those nametbhnor Joan The asterisk (*) is
used to substitute for more than one consecutive character. For exastipigndsHowardandHomer
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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 name contamsthat any place in their name.

Use braces to specify titles. For example, tygBig 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.

Type name here

Choose Names from the Search menu.

Firell ol vifiwiilianl s sl saman ©osdadn
. S ¥ 5 IRD EX
_—

1 = [~ Check here to search
Check here to exclude
o — by SOUNDEX code
names containing
characters entered below I'"':D"“I
W [sephorn e R with Ihaie biand | 8] | Prowies |

2.

3.

Figure 4-2: Name Search Window

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

Complete the search as described on page 66, “Steps for Completing a Search.”

Searching for a Surname by SOUNDEX

1.

2.

Enter a surname (without slashes) or a valid SOUNDEX code in the first 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 check box in the appropriate Name Specification box.
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3. Make sure all other name fields are empty.

4. Complete the search as described on page 66, “Steps for Completing a Search.”

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.

2. Check the NOT check 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.

3. Specify surnames by using the forward slash, for exaSstath/ and titles by using braces, for
example{Jr.}.

4. Complete the search as described on page 66, “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.

= Citation Search [~
Find all individuals linked to any source, individual records.

Souree U e— T M Search for individuals
Birrningharn ndividuals W with citations
Goodwin & Any » Events /

Harrizon & Temiz (0 Selected () ALL Search for events
Jozeph P. Kennedy with citations

Kemedy Search for all citations
Kennedw-Hickey Group I

then |leplace the list with those found |ﬂ Preview. .. I

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 Any in the Source box. Choose Selected to include only a specific source in the search.
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2. 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.
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 w

indow

* 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 66, “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.

Select to search on
a specific event

Select to search on
all events

\

= Individual Events Search n
Find all individuals participating in the Birth event in
"boston'' before 07./0141300.
- Possible Events Places -
|'® Selected | Place... 4 \%’
Dates —
. After Before -
Marriage [77 | [p170171900] I —
baptizm
christening
m Selected Event |lh9“ u Group I
< All Events replace the list with thoze found |#
Figure 4-4: Individual Events Search Window

Click here to open the

[~ Find Place window

— Type in before and

after dates to limit
a search

2. Choose 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.
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4. To search for events that happened in a selected place, check Selected in the Places group, and the
choose Place to open the Find Place window. If you are not including places in the search criteria, skij
to step 9.

5. Type in the first few characters in a place name.

6. Choose Exact for all place names with an exact match or choose Like and use any characters includit
wildcard characters. The question mark wild card (?) is used to substitute for a single unknown charac
ter. The asterisk wild card (*) is used to substitute for more than one consecutive character.

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

8. Select a place and choose OK to close the Find Place window. The place to be included in the search
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 66, “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.

2. Select a flag from the list of individual flag fields. All flag labels assigned to the project are included in
the list.

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

4. Complete the search as described on page 66, “Steps for Completing a Search.”
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Select to search for all flags

1 Fal
ee [Kaf set to True, False, or Either

1 E s

List of individual flags

_
W Tiue Mosl

then |septace e Be with ihise tsosd | &| | Presies

Figure 4-5: Flags Search Window

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. Choose Mail from the Search menu.

= Mail Search n

Find all individualz whoze holiday check bow contains

the fallowing: checked.
Label Fields - Included in Mail List - .
Newslelter o] @® Yes Results... I Search fqr /nd/V/dqals
) No who are included in one
Holiday of the Mail List options
Other 1 - Text
Diher 2 mii |
Any Text [+ \ m
then |leplace the list with those found m \ Type text for which

to search

Figure 4-6: Mail Search Window

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

3. If you select one of the label fields that contains text, such as an addressee, enter the words to search in
the Text field.
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4. 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.

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

6. Complete the search as described on page 66, “Steps for Completing a Search.”

Media Search

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

1. Choose Media from the Search menu.

= Media Search
Find all individuals inked to the Media tem *J.P. Kennedy." Close
Medialist — 1 yep

J.P. Kennedy n |leplace the list with those found m
Joe at age 30

Map of Windsor

Results.___

Figure 4-7: Media Search Window

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

3. Complete the search as described on page 66, “Steps for Completing a Search.”

Medical Search

The Medical Search looks for individuals for whom you have medical information. The Medical History
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.
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Type specific weight = Medical Search n
and height data to Find all individuals having: Cancer; any text. _[:I
be searched
Select to search on
any text — Medical Conditions —\ Text Measu ~ Misc.

[+ \@) Any Text Wt Min N Hair
Enter text to be ] || © Specific Text ‘ﬂt':'ai: ] Esﬁ:
searched Ht Max - Blood Type

Diabetes [+ @ -
pd/itfin m
Check option to @ Selected ) kg/mfcm -
include medical O Al
{:onditions | 7 Ignore then |leplace the list with those found |ﬂ |Eleview._. I
in search
Figure 4-8: Medical Search Window

2. Select one of the three options located under the Medical Conditions list: Selected, All, or Ignore. If

you choose Ignore, the Medical conditions are ignored and only the Measure and Misc. groups are
available to be searched.

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.

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.

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).

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

. Complete the search as described on page 66, “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.
2.

Choose Miscellaneous from the Search menu.

Select a field from the Miscellaneous Fields list. Use the scroll bar or the Up and Down Arrow keys to
move through the list.
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= Miscellaneous Search

Find all who have a comman name of “Jack. Close

Search

Miscellaneous Fields Search
Common Name Jack Besults._

Type text to be found

History. ..

Signature

M ationality [+] Low | 0| High [ 0

duldld

N\

then |replace the lizt with those found H \ Ancestral and

—— descendant limits
can be entered here

Figure 4-9: Miscellaneous Search Window

3. Type in the text you wish to search for, or if you have selected Ancestral Interest or Descendant Inter
est, type the low and high interest limits in the boxes below the Search box.

4. Complete the search as described on page 66, “Steps for Completing a Search.”

Relationship Search

The Relationship Search searches for individuals who are related directly or through collateral lines to a
specified person. The search criteria are displayed at the top of the search window as you make your sele
tions. This information is also shown in 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.

Sl rilh FATRAICK KEHHEDY sl ik
this petioes deserdants kv BEE Qo

Reelal beniiip Digdians Limity

B e Daly [T m| Enter limits of

uriziz Plea Thaw Deccesdantc —— generations to be
included in search

Bingosss Pl esoeniants WP Ty —
Buss 1zlace the lal eih Boce loend | £

—— Add other spouses

Figure 4-10: Relationship Search Window

Note Press F10, or choose the Find button on the Toolbar to find a new starting person for the searct
See page 80 for information on using the Find Individual window.
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. Select one of the following Relationship Options:

Ancestors Only— Searches for ancestors to a specified generation limit

Ancestors Plus— Their Descendants Searches 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 Ancestors Searches descendants to a specified generation limit, and ances-
tors of those descendants to a specified ancestor limit

Ancestors Plus Descendants Searches ancestors and descendants to a specified generation limit
each way

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

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.

. Check the Add Other Spouses box to add spouses not already included in the search.

. Complete the search as described on page 66, “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 any or specific 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.
2.

From the Search menu, choose Text.

To search on a specific field, select the Individual, Event, or Media text field from the Text Field 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. Choose Selected below the Text Field list.

3. To search all fields, choose All below the Text Field list.

Choose Any Text or Specific Text.
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Figure 4-11: Text Search Window

5. If you chose Specific Text, type the specific text you want to search in the Text box.

6. Complete the search as described on page 66, “Steps for Completing a Search.”

Vital Statistics Search

The Vital Statistics Search locates individuals on the basis of their vital statistics, such as age. 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. From the Search menu, choose Vital Statistics.

= Vital Statistics Search

Find all vsho were at least 50 and no maore than 75 when they Close
Enter T (true), F (false), died.
Y (ves), N (no), or
n/a (not applicable) Vitalz 5 h Options - Possible Events

Results. .

Age at first marriage Search. |
Age at last mariage || Code [n a-I Burial
Mumber of marriages Low | 50| Death
Mumber of children High L‘ Marriage
baptism
christening

Enter low and high
ages or number
limits

then |leplace the list with those found m

Figure 4-12: Vital Statistics Search Window

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

Note Vital statistics can be specified either by code (such as Y for yes, 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 select an
event included in your project from the Possible Events list. Enter the age to be searched in the limit
box.

5. Complete the search as described on page 66, “Steps for Completing a Search.”

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.

= Grouping

Individuals in the Mames list will be used. Close

Search

— Individual Search
Results. .

dld

Individuals In.._
Number of people

Cal ted S h 52
Entire Project | 243 found in selected search
Grouping List |52

[ Invert Selected

Events
Text
Selected search Medical

Flags

Vital Statistics
Miscellaneous

Hiztory for Selected N
Select option from popup History... I
to include spouses then |leplace grouping list with zelected list m Preview. .. I

in grouping

Figure 4-13: Grouping Window

2. Select a search routine from the Individual Search Options 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
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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.

Choose History for Selected to see a summary of how the results were obtained for the selected sear
Check the Invert Selected check box to include all individuals not in the selected search.
Select one of these options from the drop-down list 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, anc
the new list is saved.

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 12 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, choose Preview. Pre
Escape to return to the Grouping window.

Choose Search to create the Grouping list.

Note Choose Results to show the list. Double-click a name to open the Individual Record for that
person. Choose History to see a summary of how the Grouping List was built. Choose 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. Choose Results to open the Grouping List.
3.
4

. Find the person and choose OK. The Grouping List will close. Choose Results to open the Grouping

Press F10 or click the Find button on the Toolbar to open the Find Individual window.

list again with the individual's name highlighted.
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Removing an Individual from the Grouping List

You can remove an individual from the Grouping List.
1. Open the Grouping List by choosing Results in the Grouping window.
2. Highlight the name of the individual.
3. Press Shift + F9, or 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.

Finding an Individual Using the F10 Key or Find Button

The quickest, simplest way to find an individual is to enter a record number or type part of a name in the
Find Individual window.

1. Press F10, choose the Find button on the Toolbar, or choose Find 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. Use the scroll bar or Shift+F3 (Go Top), F3 (Go Up List), F4 (Go Down List), or Shift+F4 (Go Bot-
tom) to move through the list. To display the entire list and make a selection, choose Show.
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4. Highlight the name of the individual you want in the Find list and close the window (choose the Con-
trol-menu box or press Escape) to return to the Find Individual window.

5. Choose OK to return to the original window with the focus changed to the newly found individual.

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 liydé to locateJohn Fitzgerald Kennedy

» Use special characters callddcards The question mark wildcard character (?) is used to substitute
for a single unknown character. For examp@n finds all those nametbhnor Joan The asterisk (*)
is used to substitute for more than one consecutive character. For exaohpfendsHoward and
Homer

» 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, tygig finds all those individuals having the tige

Using the Go Menu

The Go Menu gives you the ability to move throughout 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.

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 the previous or next person in the list. The next person is determined by the order in which yol
last opened individual records. If the last individual record you opened resulted from a search, the focus wil
change to those individuals in the search list.
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Section 5:

Printing Reports

Ultimate Family Tree prints 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. You can send reports directly to a printer or to a file for printing later. Reports can be sent to a
ASCII file, or to a Rich Text Format (RTF) file that can be imported into many word processing programs.

O

In this section you will learn how to:
Use print setup to select a printer or file

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

O

Use print and print preview

and to print the following reports:

O

OooOoooOooooogod

Title Page

Family Journal (Genealogy) report

Image

Family Tree (Pedigree) report

Ancestor (Ahnentafel) report

Text, Direct Drop, or Indented Descendant report
Box Chart

Relationship List

Free-form text

Footnotes as end notes

83
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Index

Family Group report

Individual or Project Summary

Individual, Marriage, Source, and GEDCOM Exception Lists
Mail Lists and Labels

Text or Box style Calendar

Tiny-Tafel reports

I [ [ I

Using the Print Setup Window

Before you can print, you must install a printer through the Windows Control Panel. The default printer in
Windows is displayed at the top of the Print Setup window in Ultimate Family Tree. Choose Print Setup
from the File Menu to view a list of installed printers. For instructions on installing additional printers, refer
to your Windows manual.

Changing the Default Printer

1. From the Ultimate Family Tree File menu, choose Print Setup.

Default printer specified
in Windows Control Panel Check here to print to a file
~ Default Printer i Print to File
HF LaserJet Series Il on LPT1: ~ File Contents —————————————
@ Printer Codes
— Installed Printers ———— ) ASCII Select type of file
Canon BJ-200e + " Rich Text Format [RTF)
Epzon FX-85 o
Installed printers Epson LQ-570 ESC/P 2 ~ RBTF Destination -
HP LaserJet IIP ® Microsoft Word Fere SEe
HP LaserJet Series Il > WordPerfect @ Letter Select word processor
Sets your choice Yy ) Generic ) A4 destination for RTF file
; = (4 Include Index
of printer as default

Figure 5-1: Print Setup Window

2. Select a printer from the list and choose the Set as Default Printer button. The printer name you chose
appears in the Default Printer box.

Note Changing the printer in the Print Setup window also changes the default printer in the Windows
Control Panel. Ultimate Family Tree supports 8x/P1 inch and A4 portrait page formats. The Box
Chart has additional options. You can export the report to a word processor for other page formats.
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Printing to a File
Using the Print Setup window, you can designate Ultimate Family Tree Editor, Microsoft Word for Win-
dows, or another word processor as your primary word processing application.

1. From the File menu, choose Print Setup.

Note Inthe Windows Control Panel, you can configure your printer to print to a port such as LPT1 or
to a file. The Ultimate Family Tree Print to File option does not change the default setting for the printer.

2. Check Print to File.
3. In the File Contents group, select the radio button for the type of file to create.
 Printer Codes— Prints your report to a file containing embedded printer codes for the currently

selected printer. Use this option print a report to a file and then later send the report from DOS to the
appropriate printer.

« ASCIl— Creates the report in ASCII text format, 10 characters per inch, with no printer codes
included.

* Rich Text Format— Creates reports using RTF. Ultimate Family Tree does not export reports via RTF
that are highly structured, such as the five- and six-generation Family Tree Charts and Calendar, or
others such as an index, that are created in a word processor used for formatting the report.

Note When Rich Text Format is selected, the Editor (RTF) options are activated. See the next section,
“Rich Text Format.” Select the destination word processor in which the report will be edited and printed.

4. Check the Launch Editor box in the Editor (RTF) Options group. When this box is checked, Ultimate
Family Tree Editor or Word for Windows will open automatically when you create a report.

5. Select the word processing application you want to use from the Editor Choice drop-down list.

6. Click Browse if the executable file for the word processor you have chosen does not appear in the Paf
to Editor field.

7. For information on using the Ultimate Family Tree Editor, see “Ultimate Family Tree Editor” on
page 228.

8. To include indexing codes if you are printing the report to an RTF file, check Include Index.
9. Click Close to leave the Print Setup window.

Note Table of Contents and Index codes are normally included in Ultimate Family Tree RTF files.
Some word processors, such as AmiPro, do not import index codes. When creating an RTF file for a
word processor that does not import index codes, do not check the Include Index option. Table of Cor
tents codes can sometimes create a double section or chapter title in word processors that do not su
port Table of Contents data. Redundant titles can be manually removed using the word processor.

Rich Text Format

The RTF standard developed by Microsoft describes a method of encoding formatted text for easy transfel
between applications. With the RTF standard, documents composed under different operating systems an
with different software applications can be transferred between those operating systems and applications.
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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 many IBM-PC and Macintosh word pro-
cessing programs for further editing and formatting. Word for Windows, Microsoft Word, WordPerfect for
Windows, WordPerfect 6.0, Professional Write Plus, and Ami Pro are examples of word processing pro-
grams that accept RTF files.

The menu options for reports that are not exported are not available when the RTF radio button is
selected. If you want, these reports can be exported as ASCI!I files, and then imported into any word process-
ing program. ASCI|I files, however, contain only text and not the other attributes available for RTF files.

The following characters should not be used with the Rich Text Format feature:

* \— Used for control codes in RTF files. Do not use the backslash character in Ultimate Family Tree if
you will be using the RTF feature.

« {}— 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) if you will be using the RTF feature.

Using the Page Setup Window

To select various print options that affect how most reports appear, choose Page Setup from the File menu. In
Page Setup, you are given a first and second choice in name preferences from which to choose. If the name
field for the first choice is blank, Ultimate Family Tree uses the name entered in the second choice. If the
second choice name field is blank, Ultimate Family Tree defaults to the Main name field. This gives you the
option to use a woman’s married name instead of her maiden name. You can also use aliases or a religious
name. If a name is entered in the Long Name field of the Miscellaneous window, the Long Name is used
instead on free-form reports such as Family Journal reports.

Some reports, such as the Family Journal reports, override the Name Format selections to comply 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 Page Setup window and
the Chart window itself to select page and formatting options for Box Charts.

Bowk Tile (Do Fpovly Hivtiy

M F st
B LT
Select how names [ Captafice [ | Capitaion
appear in reports [ Bl [] Aok
Os fiat Prints name in reverse order

Mama Prefmonce
Farat Sarcend

e i A an
Select preferred name field 7 s 1 0 kg 1
to be printed in reports (7 Aliaa 2 <) Abar ¥

I Flelghsis ) Feelgaes

Figure 5-2: Page Setup Window (left side)
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Choose any of the options to customize your report:
« Book Title— Prints in the header of every page in reports. Limited to 25 characters.

* Name Format— Capitalizes and uses bold for Given names or Surnames. Select Surname 1st to prin
the Surname before the Given name.

* Name Preference- Prints the preferred name in reports.

Note In the Ultimate Family Tree Miscellaneous window (opened from the Individual Record win-
dow) you can enter many variations for a person’s name.

Use odd/even page number layout |
Insert header and footer F':' Las — Eully justify text
lines on each report page \E nl?::r l:’ld: T sty tex
Hepidei Faoier Lings
Include preparer’s name in footer =—————————————=] Paspsies [] Dhpin Include date in footer
M s
/r} H amaedenaz Add birth/death years
If preparer is included, Rsiden Additanng IF!II:./ to names in index
select either option &
EathMosth Teas
] Fimecmd b . Add record numbers

to names in index

Figure 5-3: Page Setup Window (center)

» Page Layout— Sets the page layout in reports. Select Reverse Odd/Even to use an odd/even page
number layout. Check Preparer to include the preparer’s name in the footer of the report. If you checl
preparer, select either Name or Name/Address. Check Date to include the date in the footer. Check
Header/Footer Lines to insert header and footer lines on each report page.

* Index Additions (RTF— Adds information to names in the index. Select Birth/Death Years to add
birth and death years to names in the index for RTF reports. Select Record Numbers to add record
numbers.

Note The preparer's name is the name you entered in the Researcher field in the Project Informatior
window. You might include “Prepared by:” before the name to have the footer of your reports printed
in this way.

Changing Font Style and Size

To select different fonts for the various components of a report, choose Page Setup from the File menu. Tt
Ultimate Family Tree default fonts are Ariel and Times New Roman. Suggested font sizes for each compo-
nent follow:
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« Book Title 16
« Page Number 12
¢ Chapter Name 14

¢ Section Name 12

* Text 10
* Small Text 9
* Notes 8
* Index 9
* Preparer/Date 8

Specific fonts, font styles, and font sizes can be changed for various components of a report. Windows

scalable fonts can be used in Ultimate Family Tree reports. However, Ultimate Family Tree determines both
the font style and size in Box Calendar and 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 to 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.

Close

— Fonts

@ Book Title

) Page Number
» Chapter Name
{» Section Name
O Text

+ Small Text

» Notes

¥ Index

» Preparer/Date
Times Mew Roman,16.R

E Change font type and size
for selected component

Report components

Font type and size for
selected component

Figure 5-4: Page Setup Window (right side)

Select the report component (for example, Book Title).
Choose the Fonts button.

Select a font from the Font list.

Eal A

Select a font style: Regular (upright), Italic, Bold, or Bold ltalic.
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Figure 5-5: Font Dialog Box

5. Select a font size.

6. Choose OK to close the Font dialog box.

7. 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 select to format and create the reports. Report windows share some or all of the
same options. The following basic steps are used to print Ultimate Family Tree reports.

1. Choose a report from the Reports menu.

2. Click the Find button on the Toolbar or Press F10 to find the individual you want to use as the focus o
the report. See page 80 for information on using the Find Individual window. Some reports, such as
Calendar, Index, End Notes, Text and List reports, do not require a focus person.

3. Type a Chapter Title (up to 40 characters). A title is required if you want to include this report in an
index, the table of contents, or in end notes reports. A title is not required when using Print Preview.
The report title is used as the chapter name and appears at the beginning of the report.

4. Choose any of the available options for customizing the report.

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

6. To include an introduction in a report, check Introduction, and then choose 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 list of command buttons for formatting that text. See
page 37 for more information on formatting text. See page 39 for information on using the import but-
ton if you want to import introductory text from an external text file.
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. To use a subset of the individuals in your project, locate and list individuals in your project that meet

specific 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, Calendar and List reports

. Choose the Print or Preview button on the report window.

Note Print Preview is not available if you choose Print to File in the Print Setup window. In this case,
choose Print to print to a file. A Save As window opens when the report is formatting. Type a file name
for the report file, without an extension. Ultimate Family Tree automatically adds the appropriate file
extension to the print file. Select the drive and directory where you want to place the report file. The
current directory will be displayed above the directory listing box. You can then preview, edit, and
print the report from your word processing program.

Print Window

After selecting a destination for reports and Page Setup options for printing, you can print reports in Ulti-
mate Family Tree in two ways: Print or Print Preview. See Print Preview on page 91 for information about
previewing and printing a report.

Use the Print command to print and collect several reports in a book format. In the Print window, you

can choose a starting page number for a report, collect an index for each chapter, and include the reports
you've generated in a table of contents.

1.

Open a report window and choose the report options you want. Choose Print in the report window or
from the File menu to open the Print window.

. The Print window includes options for printing reports. If you want to collect an index for the report,

select Collect Index. Check the Table of Contents check box if you want to include the report chapter
name and page number in the table of contents.

Note If the selected report cannot be indexed or a chapter title has not been entered for the report,
then Collect Index is not available. Reports that cannot be indexed include Box Chart, Calendar, End
Notes and Index. Collect Index is also not available if you are printing to a file. See page 85 for more
information.

Use the First Page field in the Book group to specify the first page number for the report in relation to
the entire book. This number appears in the report header. The number in this field defaults to the next
available page after you have printed a report. Use this field to skip one or more pages when printing
multiple reports.
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Figure 5-6: Print Window

4. In the First Page box in the Report group, enter the page to start the report. If you want to print page
five, enter 5 in the First Page field. The First Page field determines which page of a report will be
printed, not the page number that appears at the top of the page.

5. Inthe Last Page box in the Report group, enter the page number to stop the report. If you want to prir
only pages five and six of the report, enter 5 in the First Page field, and 6 in the Last Page field.

6. Enter the number of copies of the selected report to be printed in the Copies box.

7. Use the Reset buttons to clear all Table of Contents, End Note and Index entries that have been col-
lected and stored for previous reports. Choose Reset TOC to clear all entries from the Table of Con-
tents report window. Choose Reset Notes to clear all entries from the End Notes report window, and
choose Reset Index to clear all entries from the Index report window.

Note The Reset buttons are dim if a Table of Contents, End Notes, or Index has not been collected
and stored in the respective report windows.

8. Chose OK to start printing the report or collecting the index.

Print Preview

Print Preview shows how a report will appear when printed. While previewing the report, you can print the
entire report or a single page of the report. Use Print Preview to print a single copy of a stand-alone report
When using Print Preview to print instead of using the Print window, be aware of the following differences:

1. All reports start with page 1.

2. The report is not included in a table of contents.

3. The report is not included in the index. (An index for the previewed report can be created, however.)
4

. The footnotes are not stored in the End Notes report window. (End notes for the previewed report cal
be created.)
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Using Print Preview
1. To use Print Preview, open the window for the report you want to prepare.
2. Choose the report options you want.

3. Choose the Preview button in the report window or Print Preview from the File menu.

= Print Preview
Preview active report Destination: HP Laserlet Seriez |
Preview end notes \ P Pages ———
for active report T ——__| Report First page: 1
Motes Last page: 99999
Preview index —___——— Index
for active report

Figure 5-7: Print Preview Window

Note If the Preview button or Print Preview from the File menu are dim, either the Report window is
not open or the report is set (in the Print Setup window) to print to a file.

4. Enter the first page of the report you want to view in the First Page field. If you want to view page five,
enter 5 in this field. To preview from the beginning of the report, leave this field set to 1.

5. Enter the last page of the report you want to preview in the Last Page field. If you want to stop pre-
viewing at page ten, then enter 10 in this field. To view the entire report, leave this field set to 99999.

6. Choose Report, Notes, or Index for the selected report. Choosing Report allows you to preview the
selected report before printing it.

7. Select the Notes option if you want to view and/or print the end notes (footnotes) for the report. The
Notes option is not available for reports that do not include End Notes, such as the Family Tree (Pedi-
gree) and Images reports.

8. Select the Index option if you want to preview the index before printing.
9. Choose OK.

Note When you preview your report, the first page of the report is displayed on the screen. At the top
of the Preview window is a Toolbar used to control the view of the report. Select the options for view-
ing the report.

10. Click the Printer button in the Print Preview Toolbar to print the report you just previewed.
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Figure 5-8: Print Preview Toolbar

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 this outline to keep track of formatting and to make other notes tc
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 bavicastral ordeanddescendant

order. Ultimate Family Tree is designed to automate preparation of these types of books.
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)
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« 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, Individuals

* Index, Marriages

* Index, Places

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 for-
mat and have a large family, you might find there is so much information to be presented that you should
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, Individual

* Index, Marriages

* Index, Places

After deciding on your outline, be sure to open the Print window and reset the Table of Contents,

Index, and End Notes so that the final output will not contain any erroneous data from previously printed
reports. Collect the index before printing each report so that the starting page numbers will match. After col-
lecting the index and printing each report, print the Table of Contents and End Notes reports, edit the index
(if necessary), and print the Index report.

See page 89 for basic steps for printing reports. See page 118 for steps to collect an index. See page 91
for information on resetting Table of Contents, Notes and Indexes.

Another option for printing a final book is to print the reports to an RTF file that can be opened with
many word processors. The table of contents and index codes are transferred with the report and are created
in the word processor. Any page numbering changes are reflected in the Table of Contents and Index reports
generated by the word processor. You can then further customize your reports by changing margin sizes,
moving text, rewriting sentences, and adding pictures within the report text.
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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.

= Title Page

Title: [ Close

i

Subtitle: [ eview.

[ | Title Page Text

~—— Click to open text window
for title page

Border Style |none

i

Choose border style for
—— for title page from
drop-down menu

Figure 5-9: Title Page Report Window

The following fields are available in this window:

 Title — Enter the title of the book in this field (up to 48 characters), for example, you might title your
book The Kennedys. The title prints in a large font in the center upper third of the page.

» Subtitle— Enter a subtitle for the book of up to 48 characters. For example, The Descendants of
Joseph Patrick Kennedy. The subtitle prints below the title in a smaller font.

 Title Page Text— When chosen, this check box opens a free-form text window where you can enter
text to be printed on the book title page. You can include the preparer's name, the date the book was
written, and the publisher information, or any other text you want.

Note The Title Page Text information is right justified and prints in the lower-right corner of the title
page. The text can be formatted as bold, italics, and/or underline. Ultimate Family Tree prints up to ter
lines of text, approximately 40 characters per line. Lines containing over 40 characters of text wrap tc
the next line. Any text over ten lines is cut off. To create a new line press the ENTER key twice.
Choose Preview to see how the text will appear. Blank lines are included in the ten line-limit.

» Borders— Select a border style from the Border Style drop-down list to print a border on the Title
page. Choose None in the list for no border.
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Family Journal Report

The most widely accepted formats for publishing a genealogy in the United States are the New England His-
toric Genealogical Society’s Register and the National Genealogical Society’s Modified Register plans. You
can use options available in the Family Journal Report window to create either of these formats. The similar-
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 the progenitor are assigned, in order of birth, a small
Roman numeral. In addition, each child can be given an Arabic number that establishes that 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 generations, with
generation numbers appearing as superscripts following the first name. In the report, each primary person’s
name is followed by a back reference, in parentheses. The back reference includes the given names and gen-
eration 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 order
and begin (for the eldest child) with the next number after the last one used in the previous generation.

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

« In the Register format, notes are embedded in the text. In the Modified Register format, the notes print
as end notes.

Printing a Family Journal Style Report

1. Click the Family Journal button on the Toolbar, or choose Family Journal Format from the Reports
menu.

2. 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 (+) to indicate a child whose line continues. The main
individual’'s names print in bold upper/lowercase letters.

« Register(New 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
individual’'s names print in bold, uppercase letters.
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Figure 5-10: Family Journal Report Window

. 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 genel
ation section.

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 &
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 selectec
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.

. Choose any of the other options by clicking the corresponding boxes:
Include or exclude events and Event Text.

Estimate Missing Births. Choose this option to estimate the birth date from other events when no birth
date is available.

Set number of generations to include in report.
Compress Footnotes. Choose this option to reuse footnote numbers for identical footnotes.
Add Other options.

Check to include Introduction (introductory text entered by clicking the Intro Text button).



98 SECTION 5: PRINTING REPORTS

6. Print the report. See page 89 for basic steps for printing reports.

Note The compressed footnote style does not conform to the recommendatirisségo Manual
of Styleor Cite Your SourceBy Richard Lackey. It is provided only to reduce the number of pages
required to print end notes.

Ancestor Reports

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

Family Tree (Pedigree) Chart

The Family Tree Chart graphically traces ancestral lines back through an individual’s parents, grandparents,
and so on. It starts with an individual and traces the family lines for each parent. In Ultimate Family Tree
you can choose to print four, five, or six 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 four-generation Family Tree
Chart includes the date and place of the birth, death, marriage and resides events (if known) for each individ-
ual. If dates and places are unknown, the corresponding line on the chart is blank. Because of limited space,
five- and six-generation charts include a subset of the above information.

A number is associated with each person’s position on the Family Tree Chart. These numbers are a ref-
erencing system to keep track of a pedigree that fills more than one page. The Family Tree Chart can extend
back 54 generations. For a line that continues past the last generation on a page, Ultimate Family Tree prints
“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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Figure 5-11: Family Tree (Pedigree) Chart Window
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2. Select the number of generations to include per page from the Format group.
3. Select Blank Report to produce a Family Tree Chart form for use in research.
4. Check Omit Redundant Ancestors, if desired. (Redundant ancestors occur when cousins marry.)

Note 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
occurrence, by citing the previous chart, and the redundant line is not continued.

5. Check Use List to include only those individuals in the Grouping List.
6. Check Add Asterisk to print an asterisk next to the name of each individual in the Grouping List.
7. Print the report.

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 f
in the available space.

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

e b. hirth
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
whether or not a person is occupying that position. Ahnentafel numbering assigns the number 1 to the star
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.

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.
2. From the Style section, select any of the three options:

« Compressed— Removes white spaces from the report

« Generation Lines— Prints lines between generations

* Bold Ancestor— Prints names in bold type
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= Ancestor Report n

For JOSEPH PATRICK KEMNEDY | Close I
Chapter Title |Ancestors of Jozeph Patrick Kenned

Remove white spaces

from report \\ Style Other
Print lines between L] Compressed L] Indiv. Text
. {] Generation Lines [ Exent Text )
generations //D Bold Ancestor [ Flags Check to include
. —— 3 [ Record Number on report
Print ancestor names vents ] Introduction
in bold # Events
) Bith/Death Dates U
{_» No Events
Generation Limit:

Figure 5-12:  Ancestor Report Window

3. 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 of
birth and death.

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

4. Check to include options in the “Other Group” or an introduction.

5. Print the report. See page 89 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 gen-
eration. Up to 16 generations can be included.

1. From the Reports menu, choose Indented Descendant, or press the Descendant report button on the
toolbar.

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



DESCENDANT TEXT REPORT 101

B indeoied DescendantAepon &
Far PATRICE EEHNEDY
haaptes Tihe |Desoenilanis ol Paivick Eewiedy | EI
Piiad, ., |
Gesuping Cordunts Include spouse from
Include only those Ingiwiduslz 0 ] Rmezd Mumbss I FEE FS— marriages with no
in Grouping List —— L than Lint L] Buth/Daath Yearz ] Inssacuntion children
[ Al Bsterisk [ Beremiation Humber
] ok Bimet Bame. 1] Lbmtrn Tt ,
Set number of G el by L bl @ Extia indsnt 1+ :Z;;i‘?se generation
generations for report

Figure 5-13: Indented Descendant Report Window

3. Choose 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 0 to 10) if you want to increase the number of columns
that each generation is indented. When Extra Indent is 0, generations are indented three columns. U
to ten extra columns can be added for each generation. Use Print Preview to view the results of using
the Extra Indent option and name shortening.

Note You can change the spacing between generations for ease of reading with the Extra Indent
option. This option is useful when there are only a few generations or when names are short. The spac
for names is based on the options selected to be printed: generation number, birth and death dates, &

record numbers. If a name does not fit in the available space, Ultimate Family Tree shortens the nam
so it will fit. If a common name has been entered in the Miscellaneous Information window, the com-

mon name is used when a name is shortened.

6. Print the report. See page 89 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 in
Descendant Text Reports.
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Figure 5-14: 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 children,
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 letters A, B, and C are used. If there are more than 35 children, lowercase letters are used, for
example, a, b, c, for the thirty-sixth, thirty-seventh and thirty-eighth children.

« D’Aboville Numbering Systerm- 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 the
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, Basic (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 selecting Use List. See page 78 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 89 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 witt
an ancestor and traces his or her direct family line to any descendant you choose.

1. From the Reports menu, choose Direct Drop.

Start person ——————t Fid PATRICK EERHEDY
End person == lu JIFFEFH FATRICE DEHNEDT Chepinies. ., :I
Chapied Tiths IEIﬂI!EllEPﬂISIE!M | Prini....
Carents
/nc/ug ¢ fecsfbd_ h I D o . Open list of
number and birtl .
EathTasth Dsies
and death dates o B descendants

Figure 5-15: 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 choosing the Close box.

4. Choose to include any additional options from the Contents box: Record Number and/or Birth and
Death Dates plus an 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 the middle names (one-by-one) and finally the first
name.

5. Print the report. See page 89 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 or as a wall chart. 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 se
sions. Up to 16 generations of descendants can be included.
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Creating a New Box Chart

1. From the Reports menu, choose Box Chart, or choose the Box Chart report button on the Toolbar to

open the Box Chart window.

= Descendant Box Chart Report n
- Charts Selected Chart
List of PATRICK =] Chart Mame |PATRICK
available Starting Perzon |Patrick /Kennedy/
charts Chart Title [Descendants of Patrick Kennedy
[+] Project [CAUFTASAMPLEMKENNEDY PRO
Create new - Open Chart Delete Chart Chart Setup o o o
box chart F New | Selected Edit No Events Book rinting
— |_ I | I ) Dne Event > Wall Chart options
. . (o
View existing f Existing | |_an | [ Page | @ TuoEvents [] Record Numbers
box chart

Figure 5-16: Descendant Box Chart Window

2. Choose New in the Open Chart group.

Type control name

(8 characters max.)

Include only those
in Grouping List

3. Type a name of up to eight characters in the Chart Name field. This is the control name that appears in

the Charts list.

4. Type atitle (optional) for the chart in the Chart Title field. This title appears at the top of the chart win-
dow and can be included on printed charts.

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

Comdisals

Shwsting Pecen PATRICK KERMEDY

tl.::-":; Eﬂ.&m&tﬁﬂ_l -

included in the chart.

6. 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 that meet specific

e =,
—1—— 1 tbea Lt Greneration Lissi: [15_]
Figure 5-17: New Chart Window

Design box chart

criteria, and add them to the Grouping list. See page 78 for information on grouping.
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7. Choose Design from the Contents group to open the Box Chart Design window.
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Figure 5-18: Box Chart Design Window

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

. Select any of the options from the appropriate drop-down lists as described below:
Event Line 1 and Event Line 2 Groups

Blank— Leaves corresponding event line blank

Line — Includes a line in place of corresponding event data

Birth — Includes birth event data on corresponding event line

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 choose the
Events button. Select the event you want included in the report and choose OK. Only the first occur-
rence 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.
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10.
11.

Marriage Group

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
Dates Group

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.

Event Name Group

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 (elir,for birth)

Long— Long version of the event name

Places Group

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, choose OK to return to the New Chart window.
Choose 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.
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Preparing a Box Chart for Printing

Selections made in the Box Chart Page Setup window are used only for printing box charts. They do not
affect the default printer settings in Windows or other Ultimate Family Tree reports.

1.

2.

If a box chart is open, close it. Open the Descendant Box Chart window by choosing Box Chart from
the Reports menu.

Choose Page in the Chart Setup box.

= Box Chart Page Setup
Paper Size — Dnentation Paper Bin —
letter ® Portrait @ Default
legal ) Landscape ) Upper
executive @ Lgren
— M i = )
o~ O O Middle Choose a paper bin
) Ad To 1.000 8 =
Choose paper size A5 p 3 Manual
B4 Bottom | 1.000 E =
B9 Left :E1 00 Choose page margins
10:14 Right [ 1.000[5] for Box Chart
11z17
C sheet

Figure 5-19: Box Chart Page Setup Window

3. Select a paper size from the Paper Size list.

In the Orientation box, choose to print the chart in either Portrait or Landscape mode.

5. Select the default paper bin or choose a special bin in the Paper Bin box for your printer.

Note You can set margins for pages on the box chart. This is particularly useful if you are printing a
wall chart. Be aware that some printers (such as the HP LaserJet series) 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 th
printed page. Type or select the distance between the top, bottom, left, and right edges of the page al
the chart. Choose the Reset button to return to the default settings of 1 inch.

Choose OK to return to the Descendant Box Chart window.
Include one, two, or no events on the chart you want to print.

Choose whether you want to print a chart that will fit on a standard page and can be included in a bool
or one that is designed to be displayed on a wall, by selecting either Book or Wall Chart. Choose Book
to print charts with the Ultimate Family Tree headers and footers. Choose Wall Chart to print charts
without headers and footers.

Note Headers and footers can contain the book name, page number, preparer information and date
If you are printing in landscape, only printers that support type orientation commands (such as the HF
LaserJet 4 and later) will print the headers and footers correctly. If you do not have a printer that sup-
ports type orientation commands, print landscape charts as wall charts.
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9. Choose whether or not to include individual record numbers on the printed chart.

10. Choose Preview to open the Chart to be printed. With the selected chart open, choose Print from the
File menu.

Note 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 Descendant Box Chart and Box Chart Page Setup windows, and on the Box Chart
itself. These changes are reversible.

Chart Window

Use the Toolbar at the top of the Chart window to modify the displayed chart. Three buttons on the left end
of the Toolbar determine which functions are available. Click the Edit Graphics button to change the overall
design of the chart, the Edit Colors button to make color selections, and the Edit Fonts button to change the
fonts used.

Edit Graphics You can select the number of boxes across and down to be printed on each page,
the box border style, the line thickness between boxes and around the outside of the report, and the footer
position for the chart title. View the changes on the chart as you make your selections.

1. Choose the Edit Graphics button and then choose an option within the Density drop-down list to deter-
mine the number of boxes per page.

Size of lines Size of lines
connecting connecting
Graphics button Box style descendants spouses

| ~

| d Ol=l= Chart title
E k ﬂ'& dui & ) —| — |:| ik, position
0 2uhb
_|:| Chart border
Chart layout 5 b EI
Bl

Figure 5-20: Graphics Toolbar

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

2. Select the style of box you want for the chart by choosing the Box shape button. A check mark appears
next to the box style chosen for the displayed chart.

3. Select the size of the lines that connect descendants by choosing the Single Lines button. A check
mark appears next to the size of the lines chosen.
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4. Select the size of lines that connect spouses by choosing the Double Lines button. A check mark
appears next to the choice.

5. Select a border for the entire chart by choosing the Border button.

6. Choose the placement of the title of the chart on the bottom of the chart by choosing the Title button.
The title can be left justified, centered, or right justified.

Edit Colors Choose the Edit Colors button to display the Flags Toolbar where you can select col-
ors for the various boxes. For example, you can choose to have boxes for males in red and boxes for femal
in green.

Choose colors

Flags button / \ Legend

S| 5e|2Z] (Mo (2] [m]Feraie (2] [m]Diect |2

0 Female |+ |2 13

] Sew unk
Dlirec:t Select field for color

Figure 5-21: Flags Toolbar

Note Choices appear in color on printed reports only if you have a color printer.

Choose the Edit Colors button to display three color options: red, green, or blue.

Choose a color button.

Choose the down arrow next to this color to select an attribute, such as male, female, or spouse.
Repeat steps 2 and 3 for the remaining color options.

Select the Legend button to include the color legend on the chart.

o g k~ wnh e

View the changes on the chart as you make your selections.

Edit Fonts Choose the Edit Fonts button to display the Font Types Toolbar where you can make
font and formatting choices. Available choices include:

» Record Number— The unique identifier for each individual.
» Event— Any event text that has not been selected as Event, Hilite in the Chart Edit window.

» Event, Hilite— Event text you have selected in the Chart Edit window by enclosing the target text in
braces. See “Editing Names, Dates and Places in a Box Chart” on page 111.

* Names— The given name for each individual.
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* Names, Hilite— The surname for each individual.
 Title — The title you have selected for the report.

* Legend— The key for color selection in the box chart.

Italic, bold,
Fonts button Type style Font size or underline

| [

&i[g]22] [Record o, H Arial 6 [#] i ]b]u]
0 12 =

Ewent
Ewent, Hilite T Daa
Mames
Mames, Hilite
Title

Legend

[4=

x|

Figure 5-22: Fonts Toolbar

Select a field from the drop-down list.

Select a font and size for the selected field.

Choose the i(talics) button to print the selected data in italics.
Choose the b(old) button to print the selected data in bold.
Choose the u(nderline) button to underline the selected data.

Repeat steps 1-5 for each data item.

N ok~ wDdh e

View the changes on the chart as you make your selections.

Note Use narrow fonts to allow more information to be included in each box.

Additional Options for Display
Use the buttons on the Chart Display Toolbar for additional options.
1. Choose the Ruler button to display ruler guides for the chart.

2. Choose the Page Grid button to display pages and numbers. The page layout depends on the choices
made in the Chart Page Setup window.
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Figure 5-23: Chart Display Toolbar

3. Choose the Test Mode button to highlight boxes where text might overflow the boxes. These boxes ar
displayed in red. Make changes to the font type and size or edit individual boxes until all boxes are dis
played in black.

Note The Test Mode function is most accurate when using a 100 percent or 200 percent zoom facto

4. Choose the down arrow next to the Zoom button to change the zoom factor for the chart.

Zooming Chart Areas

1. To drag a box over the chart boxes you want to zoom, position the mouse pointer over the top left co
ner of the box, press the left mouse button, and drag the mouse pointer to the lower-right corner.

2. Press the right mouse button, and then click the Zoom to Fit button.

Note Use the arrow keys to move around a chart and view parts not displayed on screen.

Editing Names, Dates, and Places in a Box Chart
The contents of each box can be edited while the chart is displayed.
1. Double-click a box to select it.

2. Click the Descendant Box Chart window to activate it. Click the Box Chart button on the Toolbar, or
from the Reports menu, choose Box Chart to open the Descendant Box Chart window.
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3. Choose Edit.

T F*:':.:, | ﬁ
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Figure 5-24: Chart Edit Window

4. Insert braces { } around any portion of the data entered in Event Line 1 or 2 to designate it as Event,
Hilite. To format that portion of the text use the Font Types Toolbar in the Chart window. These braces

do not appear in the report.

5. After making any changes, choose OK to return to the Descendant Box Chart window. Choose Close
to return to the Box Chart, or simply click on the chart itself.

Note Changes made to the contents of a box are stored with the chart and do not affect any data in
the Project.

Finding an Individual in a Box Chart
1. To locate a person in the chart, press F10 or click the Find button on the Toolbar.

2. Type the first few characters of the name of the individual you want to locate (or the record number if
known) and press Enter (or choose Find).

3. Choose OK to close the Find window and move the focus of the chart to that individual.

Viewing Multiple Charts at One Time

1. Open an existing chart.

2. Resize the chart to a smaller size by dragging one of its borders. See the Windows manual for more
information on resizing windows.

3. Move the chart, if necessary, to display the underlying Descendant Box Chart window (or from the
Reports menu, choose Box Chart).

4. Select another chart in the list and open it.
5. Resize this chart, if necessary, so that both charts display on the screen.

Note In addition to the scroll bars, you can use arrow, PgUp, PgDn, Home, and End keys to move
around a chart to view parts not displayed.
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Deleting a Chart

1. In the Descendant Box Chart window, select a chart in the Charts List.

2. Choose the Selected button in the Delete Chart box.

3. If you want to delete all charts, choose All in the Delete Chart box.

Printing a Chart

1. With the chart open, choose Print from the File menu.

2. See page 89 for basic steps for printing reports.

Note Print Preview in the File menu is not available for Box Charts because the chart is previewed
during customization.

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.

Use these options to
customize your list
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Figure 5-25: Relationship List Report Window

2. Include any additional options from the Contents group.

3. Print the report. See page 89 for basic steps on printing reports.

Include additional
information with
the person’s name
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Text Report

The Text Report allows you to create a free-form text report such as an appendix or an introductory chapter
for your book. This report can include a header, footer, and title.

1. Choose Text from the Reports menu.

Text Report
Text Title: | || Close I
| review...
o e ] o)

Figure 5-26: Text Report Window

2. Type atitle for the Text report and choose the Text button to open an Edit Text window.

3. You can type up to 65,000 characters of text. Choose import in the Edit Text window to import an
external text file. See pages 39 for information on importing text. The indicator next to the Text button
is on when text is present.

4. Choose Print or Preview. See page 89 for basic steps for printing reports.

Image Reports

The two Image report styles in Ultimate Family Tree are Portrait and Gallery. The Portrait report prints an
image and text connected to the image. The Gallery report prints any combination of up to 20 images on a
single page. Ultimate Family Tree prints black-and-white and color images if your printer supports color. If
you want to include an image in the body of a report, such as the Family Journal report, you must send the
report to a file (RTF) and import it into a word processing program where the image can be inserted. See
page 85 for information on printing to a file.

Printing a Portrait Report
1. Choose Images from the Reports menu, and then choose Portrait.

2. Select the Image you want to print from the Digitized Images list. The name of the selected image is
displayed at the top of the window.

Note OLE objects cannot be included in Portrait or Gallery reports.



IMAGE REPORTS 115

= Portrait Report n
Image Hame: Joseph P. Kennedy
- Digitized Images — Contents Previ
Preview. .. I
i Wl Edit and Cro
Joe at age 30 O Description. .. -\ View and edit
List of available Map of Windsor [ Ready ~ | : bef:
[mages Format /m'ag'e eljore
@ Landscape printing
L P 5 " Portrait -_
) Square [~ —— Select format

Figure 5-27: Portrait Report Window

3. Choose Caption and/or Description to include the caption and/or description you entered for that

image in the Multimedia Library. If you have not entered a caption or description for the image in the
Multimedia Library window, you can enter one at this time but the caption and description entered
here will not be saved in the Multimedia Library. The caption prints directly under the image and
should be limited to 50 characters or less.

Choose Landscape, Portrait, or Square to determine the format of the image you're printing.
Choose Edit and Crop to view and edit the file before printing. Choose OK to close the Edit window.

Note Edit or crop the image before printing to guarantee that the image is properly positioned. After
an image has been edited, the Ready indicator is green.

Choose the Print or Preview button to print the report. See page 89 for basic steps for printing report:

Note Depending on your hardware, the image may not display with true colors or shades in Print
Preview, even though the image will print correctly.

Printing a Gallery Report

1.

o

From the Reports menu, choose Images, and then Gallery.

2. Specify the picture space by checking any one of the 20 image positions (1A through 4E).
3.
4

Select the image for that position from the Digitized Images List.

. Choose the Select Image button to place that image in the selected position.

Note Select AutoEdit to open the Edit and Crop feature automatically as you position images.

Choose Edit and Crop to view and edit the image file. Choose OK to close the Edit window. The Gal-
lery report is designed for images having a 2:3 landscape ratio. Use Edit and Crop to center the imag
After an image has been edited, the ready indicator is green.

Repeat steps 3-5 for the remaining images you want included in the report.
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Figure 5-28: Gallery Report Window

7. To remove an image from the report, select its position and choose Edit and Crop. Choose Cancel to
return to the Image Gallery report window.

8. To replace an image, specify the space by selecting the image position, select a new image from the
Digitized Images List, and choose the Select Image button. Choose Edit and Crop to view and/or edit
the replacement image file.

9. Choose the Print or Preview button to print the report.

Note The information entered in the descriptive name field for the selected image appears below the
image when printed.

End Notes Report

End Notes can be printed after you create footnotes. If Ultimate Family Tree does not find footnotes because
they have not been created or they have been reset, the End Notes menu selection is not available. Ultimate
Family Tree gives you a choice of including footnotes at the end of each chapter or report, or at the end of
the book.
Note Notes that are compiled and numbered on a chapter-by-chapter (report-by-report) basis, start
with number 1 for each chapter.

1. Choose End Notes from the Reports menu.
2. In the Contents box, choose which chapters will be included in the notes section: All or Selected.

3. If you choose Selected Chapter, highlight the chapter for which you want to print End Notes in the
Chapters list.

4. Choose one of the footnote options in the Style group:
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Figure 5-29: End Notes Report Window

« Long/Short/Ibid— End notes are printed in long form the first time a bibliographic reference appears.
After the source is cited in full, the short form built from Abbreviation 1 and Abbreviation 2 is used.
When successive notes use the same reference, the ibid. form is used.

» Long/Short— End notes are printed in the long form first, and then in the abbreviated form for subse-
quent references.

» Long— All references are printed in full.
5. Choose Print or Preview in the report window. See page 89 for basic steps for printing reports.

Note If you have chosen embedded notes for a Family Journal format report by selecting the Regis-
ter format, source citations are included in the body of the report. Individual Record Footnotes and
Event Footnotes always print as end notes.*

Index Report

An Index is a list of individuals, marriages, or places with page numbers to reference where the names, me
riages, or places appear on various reports. The Index provides a reference to all reports and other materi;
included in a book. Ultimate Family Tree reports that cannot be indexed include Images, Calendar, End
Notes, Box Chart, and Index.

You can collect an index for a report either before or after you have printed the report, but be sure to
use the same option selections when collecting the index as you do when printing the report. We recommer
collecting the index immediately before printing the report to prevent any errors in the index.

Note Because of differences in how printers process fonts and movement commands, the index car
accumulate errors. To review and correct the index before printing, choose Edit on the Index Report
window. See page 119 for information on editing an Index Report.

* The method used in Ultimate Family Tree for preparing and printing footnotes is covered by US Patent No. 5,097,418,
dated March 17, 1992.
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Collecting an Index

1.

Open the report for which you want to print an index.

2. Set the options you want to include in the report.
3.
4. Type the page number of the first indexed page in the First Page field.

Choose Print in the report window.

B

Destination: HP Lazerlet Series 11
) Print . Starting page number
3 Lo First Page: I 14 .
Collect index {® Collect Index for report to be indexed

[4] Table of Contents

~ Report ———————— Reset TOC

First Page 1 Reszet Notes I
Last Page 9999
1 Reset Index I

Copies

Figure 5-30: Print Window

. Select Collect Index.

. Choose OK to start collecting the index.

Note If Collect Index is not available (dim) in the Print window, a title has not been entered in the
report window, the Print to File option is selected in the Print Setup window, or the report cannot be
indexed. Use a unique chapter name, or the new chapter index will replace the duplicate. Indexes can
be printed at any time.

Printing an Index

You can print an index for a single report, or wait until you have collected the indexes for all the chapters in
your book.

Note The index uses a fixed number of lines on a page. It is designed to 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
text to wrap to the next page.

. Choose Index from the Reports menu.

In the Include box, choose the chapters to include in the Index report: All or Selected.

If you choose Selected Chapter, highlight the chapter in the Chapters list for which you want to print
an index. This list displays the chapter names of all the reports for which indexes have been collected.
When creating reports, be sure to enter different titles for each chapter to avoid confusion when printing.

Include any other options by checking the appropriate boxes.
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Figure 5-31: Index Report Window

5. Select the type of index you want to print from the Index type drop-down list.

Note If any of the Index Type options are not available (dim), Ultimate Family Tree has not found an
associated index entry for the report.

6. Choose Use List in the Grouping box if you want to print an index for only those individuals in the
Grouping list.
7. Choose Print or Preview in the report window to print the report.

Note Ultimate Family Tree prints cross references to alternative names in the Index. For example, if

you have entered a woman’s married name sudharas/Smithin the Alias 1 field, and her maiden

name Jane /Doe/in the Individual Record window, the index will prfainith, Jane, see Doe, Jane
Individuals without surnames are listed at the beginning of the index in alphabetical order by

given name and indented on the page.

Editing an Index Report

Because of differences in how printers process fonts and movement commands, an index can accumulate
errors. The index can be reviewed and corrected before printing by choosing Edit on the Index Report windoy

= Index Edit
Edit Individual Index for Chapter "Ancestors of Joseph Patrick Kennedy™

Field. Margaret M. +] — Page Numbers

Field, Patrick Sl ss =

Fitzgerald. John Francis
Fitzgerald, Rose Elizabeth
Hannon. Mary Josephine

Haszzett, Catherine Delete Delete page numbers
a — , |— for selected individual
o vt . [T 3
Boin Record m | Add individuals

Died -_ and places

Figure 5-32: Index Edit Window
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The Index Edit window provides a list of all individuals, marriages, or places in the selected chapter.
Select the individual, marriage, or place you want to check from the list.

Editing Page Numbers

The pages in the chapter for the selected item are shown in the Page Numbers edit box. You can add, change,
or remove page numbers. Ultimate Family Tree reorders the page numbers automatically, so don’'t worry
about keeping the page numbers in ascending order. Type a comma between page numbers.

Deleting Page Numbers

To delete the page numbers for a selected individual, choose Selected from the Delete group. To eliminate
the entire chapter, choose All from the Delete group. Note that you must repeat this last step for individuals,
marriages, and places if you want to eliminate an entire chapter from the index.

Adding Individuals and Places

Individuals and places not already in the index can be added to a chapter. Choose Add, and then select from
the candidates list that is displayed. The individual or place you want to add must already be in the project to
be included in the candidates list.

Table of Contents

The Table of Contents lists chapters and page numbers to provide a general overview of the book’s contents.

1. From the Reports menu, choose Table of Contents. The chapters you have created and named are listed
in the Table of Contents Entries field.

T Tl o '
Tabds ol Candsnis Fadilss Pags
Fawwerd L il
Damasnidsres of Jersph P Haosdp ]
List of chapters that
have been created
1]

Figure 5-33: Table of Contents Report Window

Note The Table of Contents menu selection is dim until chapter titles have been added as you print
reports.
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2. Enter atitle for the Table of Contents Report. The title is centered near the top of the first page of the

printed report.

3. Select a chapter name and choose Delete to delete a chapter from the list.

4. Choose Print or Preview in the report. See page 89 for basic steps for printing reports.

Note For proper text alignment during viewing, the text in the Table of Contents window appears in

a different font.

Family Group Report

The Family Group Report contains detailed information about a family unit, which is a father, mother, and
their children. The Family Group Report is useful during the research phase of a genealogical project
because it provides a ready reference to facts about the family. You can use options on the Ultimate Famil
Tree Family Group Report window to customize the form depending on your needs. Ultimate Family Tree

provides an option to print a blank Family Group Sheet for research purposes.

1. Choose Family Group from the Reports menu.
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Figure 5-34: Family Group Report Window

Include footnotes
at end of report

2. Press F10, or click the Find button on the Toolbar to find the starting individual.

Note To print a blank Family Group report, choose Blank Report.

3. Choose from the following options:

« Basic— Includes only Birth, Marriage, Death and Burial events on the report.

« Extended— Prints all applicable events.
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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 modifier, for exaimple,
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 Page
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
the Project Information window, the blood relationship to the husband and wife is shown. If you do not
want the relationship to show, enter 0 in 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 box 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 generations
to print, enter the number in the Generation limit field.

. Choose any additional options from the Other list.

. Choose one of the options in the Child Marriage section: 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) or
None (excludes child marriages).

Choose Research to print a research version of the report. Research notes entered in the Individual
Record Text and the Event Text window print as text if the Individual Text and the Event Text options
have been selected.

. Choose Footnotes if you want to include footnotes at the end of the report.
10.

Print the report. See page 89 for basic steps for printing reports.



INDIVIDUAL SUMMARY REPORT 123

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 information. 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 option, you can create a customized report for whatever purposes you need. All information excer

footnotes is included.
1. From the Reports menu, choose Summary, and then Individual.

B vt s B
Fon PATRICE EERMEDY
Chopies Tille [Fomaunip by Paliigh Keoneadp | [Evevon..|
Gioepng i mu P Prial... |
7 Lem Lt i A0 Evenbt [ PamertsiThddeen
[] A Astegk, || = Baic Eventz (BMDB] ] Miscellareoss
2 Mo Events [] Yredive. Tt
] 1o I
[ Everd Taxt ] Fiags
. Pasticipants [ Vv e
= oo ) (immtea]

Figure 5-35: Individual Summary Report Window

2. Press F10 or click Find on the Toolbar 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 box of the report window. See page 78 for information on using the

Grouping window.
4. Print the report. See page 89 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.

Fmjec summary Hepork

Include information from
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Information about /

computer being used

Figure 5-36: Project Summary Report Window

2. Include any of the options by checking the appropriate boxes.
3. Select Introduction and click Intro Text to enter an introduction.
4. Print the report. See page 89 for basic steps for printing reports.

The following information is provided in the Ultimate Family Tree Project Summary report when the
System Summary option is selected:

» Processor— The microcomputer chip detected by Ultimate Family Tree. Note that Pentium proces-
sors are reported as 40486.

» Graphics Card— The graphics card detected by Ultimate Family Tree. VGA/CGA is shown for CGA
and higher resolution boards.

 Default Drive— The drive where FAMGATH.EXE is located
 Directory— The current directory.
« Start Directory— The directory where Ultimate Family Tree was started.

* Disk Size— The size of the default drive.
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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.

Individual, Marriage and Source List Reports

1. Choose Lists from the Reports menu, and then choose Individual, Marriage or Source.
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Figure 5-37: Individual List Report Window

2. To select the items to include in the report, from the Field list, double-click an item (or highlight and
press Enter). To insert a selected field in the field list to the spot above the selected field in the Selecte
list, click the Insert button at the bottom of the Selected list. When the selected field is added to the
Selected list, the column numbers are 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 Enter key to remove it.

Note The Level 2 category for Birth and Death place names is generally used for the county.

3. Choose Skip 1st Column to omit the first column in the Selected list from printing. This gives the abil-
ity 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. Choose Line Numbers 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
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¢ 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. Ultimate Family Tree automatically determines the

font size and style for the small, medium, and large options.

6. Print the report. See page 89 for basic steps for printing reports.

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 for mail labels. You enter mailing addresses
and phone numbers for an individual in the Miscellaneous window opened through the Individual Record.
Ultimate Family Tree automatically determines the font size and style for Mail List reports.

1. From the Reports menu, choose Lists, and then Mail.
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Figure 5-38: Mail List Report Window

2. Select the order in which you want the addresses to be printed.

Note The name entered in the addressee field can be different from the name in the Individual
Record window, such as Mr. and Mrs. Thomas Smith instead of Nancy Smith. Ultimate Family Tree
does not differentiate between first and last names in the Mail Label window. Mr. and Mrs. Thomas
Smith will print in the mail list before Nancy Smith, if the Label Name radio button is selected,

becausé/ comes beford\ in the alphabet.

3. Choose one of the formats from the Format list.

 Ultimate Family Tree Report, 2 across (full page)Prints an address list on a full page, two across,

with headers and footers
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e 31/2"x 15/16", 1 across (Avery 4145} Prints mailing labels, one across on 3x./5/16-inch
Avery brand or equivalent dot matrix pin feed labels

e 31/2"x 15/16", 2 across (Avery 4036} Prints mailing labels on 3 1215/16-inch Avery brand or
equivalent dot matrix pin feed labels, two across

e 2 1/2"x 15/16", 3 across (Avery 4144} Prints mailing labels on 2 1215/16-inch Avery brand or
equivalent dot matrix pin feed labels, three across

« 25/8"x 1", 3 across (Laser— Prints mailing labels on 2 56815/16-inch laser printer labels, three
across (30 per sheet)

e 4" x1", 2 across (Laser— Prints mail labels on 4 1 inch laser printer labels, two across (20 per
sheet)

4. Enter atitle you want to be printed at the top of the mail list. This field is available only when the Ulti-
mate Family Tree Report format is selected from the Format list in this window.

5. Adjust the size of the left margin on the mailing labels by entering the margin size, in inches, in this
field. This field is not available when the Ultimate Family Tree Report format is selected.

Note Names and addresses are cut off if the text does not fit on the label. Take note when entering
address information.

6. To include introductory text in your report, enter the text in the Intro Text window and choose Intro-
duction. These options are available only when the Ultimate Family Tree Report format is selected.

7. Print the report. See page 89 for basic steps for printing reports.

Note Ultimate Family Tree determines both the font style and size in all List reports, including the
Mail List.

GEDCOM Exceptions List Report

The GEDCOM Exceptions List prepares a list of data that did not transfer into Ultimate Family Tree through
a GEDCOM file. You can also view the missing data on screen by choosing Projects from the Utilities menu
and then choosing GEDCOM Exceptions to open the GEDCOM Exceptions window.

1. After importing a GEDCOM file, choose Lists from the Reports menu, and then GEDCOM Excep-
tions.

2. To select the items to include in the report, from the Field List double-click an item (or highlight and
press Enter). To insert a selected field in the Field List to the spot above the selected field in the
Selected List, click the Insert button at the bottom of the Selected List. When the selected field is
added to the Selected List, the column numbers are 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 field and
press the Enter key to remove it.
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Figure 5-39: GEDCOM Exceptions Report Window

3. The choices available and columns used are:

 File Position— The position (humber of characters from the start of the GEDCOM file) in the GED-
COM file where the exception is located

¢ Level— The level number of the exception 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

4. Choose Skip 1st Column to omit the first column in the Selected List from printing on the report. You
can 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. Choose Line Numbers 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
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The selections you make determine the number of columns available for the report. The smaller
the font, the more columns you are able to print. Ultimate Family Tree automatically determines the
font style and size for the small, medium, and large font options.

« Col/Page— Columns available on the report page for the font size selected. To increase this number
use a smaller font size. To decrease this number use a larger font size.

¢ Col Used— Total columns used when selections are made from the Field List.
¢ Col Left— The number of columns still available.

7. Choose Print or Preview in the report window. See page 89 for basic steps for printing reports.

Calendar Report

Ultimate Family Tree produces a calendar that includes birthdays, anniversaries, and other events for any
all individuals in your project. The calendar can be customized by using the grouping option. You can print
calendars in a box style or text style. Ultimate Family Tree determines the font size and style for text inside
the day boxes in Box Calendar reports. Names in the Calendar can’t be printed in bold font.

Note The Calendar prints as it will (or did) exist for the date you select. If you select to print a calen-
dar for June 1948, only events that took place on or before June 1948 appear in the calendar. The C;
endar is designed as a stand-alone report and is not included in indexing, nor can it be exported in Ric
Text Format.

1. From the Reports menu, choose Calendar. Type in a chapter title. (The chapter title is used only for th
Text style calendar and is centered at the top of the first page.)
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Figure 5-40: Calendar Report Window
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2. Inthe Starting Month field, enter the numeric equivalent for the month in which you want the calendar
to begin. For example, October should be entered as the number 10.

3. Enter the year in which you want the calendar to begin.

4. Enter the number of months you want to print from the starting month and year. This can be any num-
ber up to 99.

5. Select any of the options in the Birth Group. To include birthdays of individuals in your project choose
Include. Select Alive to include birthdays for only those individuals who are still living as of the calen-
dar date. If Alive is not checked, all individuals in the project are included.

6. Select any of the options in the Marriages Group. To Include the marriage anniversaries of individuals
in the project, choose Include. Select Marriage to include the marriage anniversaries of those who are
still married at the time of the date on the calendar. Years includes the number of years married. Ulti-
mate Family Tree uses the sort date for this number. The number shown is the number of years the
couple has been (or would have been or will be) married at the time of the date on the calendar.

7. Choose either Box or Text Style.
8. Check Use Grouping to include only those individuals listed in the Individual Grouping list.

9. Check Addresses to include the current address and telephone number from the Mail Label window
for the individual shown on the calendar. For marriages, engagements, and divorces, Ultimate Family
Tree uses the first valid address it finds for one of the two individuals involved. This option is available
for the Text Style Calendar only.

10. If you do not want to include an additional event in the Calendar report, skip to step 17.
11. Select an event from the list of Available Events.

Note On the Text style calendar, both individuals are shown for engagements, marriages and
divorces when one of these events is selected as the extra event. In the Box style, however, only one
individual is included for events that have two individuals connected. Ultimate Family Tree uses the
first individual found.

12. Choose Include to include the event selected from the Available Events List on the right side of this
window. The event selected is shown in the Event Group title field.

13. Choose Alive to include the selected event only for individuals who are still living.

Note An individual whose Living field is marked as unknown will not be included if this option is
selected.

14. Choose Years Since to include the number of years since the selected event occurred. Ultimate Family
Tree uses the sort date for the selected event to calculate this number.

15. Choose Abbr: (Box Style Calendar Only) to include an event name or an abbreviation for the event (if
the event name is long) on the Calendar.



TINY-TAFEL REPORT 131

16. Enter the event name, or abbreviation of up to 10 characters, in the Abbr: field. If nothing is entered ir
this field, only the name of the person connected to this event is printed. The abbreviation is used for
the box style report. The text style report uses the full name of the event from the Event Library.

17. Choose the Labels button to open the Calendar Labels window if you want to edit the month names.

Remove month labels

Figure 5-41: Calendar Labels Window

18. Enter any text in the Month Label field (up to 35 characters) that you want printed on the bottom left of
the Calendar. Leave this blank if you want only the month and year to be printed.

Note If you want to print a calendar with the months shown in a different language, edit the month
name (up to 15 characters). The month is printed on the bottom right of the Calendar along with the
year. You cannot change a month in this field, but you can rename it.

19. Choose OK to save changes and return to the Calendar report window.

20. Once you have made your selections, choose Print or Preview. See page 89 for basic steps for printi
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 window from the Individual Record.
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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.

To get the most use out of the Tiny Tafel report, follow these guidelines when setting the Al and DI
levels in your project:

Interest level ranking
* 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.

e 2 — Low interest, but contains high quality data that might be of substantial interest to another
researcher.

« 3 — Moderate interest; data quality is good or poor.
« 4 — Highest interest; data quality is good or poor.

Note Ancestor and Descendant Interest levels imported from ROOTS Il are increased during import
to the next higher number. (For example, 1 becomes 2, 2 becomes 3, and 3 becomes 4. 0 does not
change.)

1. Press F5, choose Individual Record from the Build menu, or click the Individual Record button on the
Toolbar to open the Individual Record window.

2. Press F10 or click the Find button on the Toolbar to find the earliest ancestor in a family line you are
interested in.

3. Choose the More button, and then Miscellaneous to open the Miscellaneous 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. Choose OK.
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Figure 5-42: Miscellaneous Individual Information Window

6. Press F10 or click the Find button on the Toolbar to select the most recent individual in the family line
7. Choose the More button and then Miscellaneous.

8. Enter a DI 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. Before opening the Tiny-Tafel Report window you should specify the destination for the Tiny-Tafel in
the Print Setup window. The Tiny-Tafel can either be sent to the printer or to an ASCII file. If you want
to create a file, give it the extension .TAF.

2. Choose Tiny-Tafel from the Reports menu.
3. 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.
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Figure 5-43: Tiny-Tafel Report Window

4. Choose Use List if you want to limit the individuals to be included in the Tiny-Tafel Report to only
those in the Grouping list.
Note To create a Tiny-Tafel for one 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 window to search
for an Ancestor and/or Descendant Interest level, and add the resulting people to the Grouping list.

5. Choose the Submitter button. A submitter is the person offering his or her selected genealogical data,
along with requests for further information.

a Tiny-Tafel Submitter
Submitter | |
Addreszs
Telephone | | - Disk Format
Services @ 3.5 720K
335" 1 44M
) 5.25™ I60K,
BES | | 625" 2M
Oth
Remarks | | © !

Figure 5-44: Tiny-Tafel Submitter Window

6. Enter the submitter's name of up to 38 characters plus spaces. Enter your name here exactly as you do
when you sign on to a bulletin board system. For example, if you use John Doe for the bulletin board,
do not use John H. Doe in the header. This field is mandatory. The report cannot be created if the Sub-
mitter name (at a minimum) is not entered. The remainder of the header fields are optional.

« Address— Your mail address, up to four lines of 38 characters each

» Telephone— Your telephone number, up to 38 characters
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Services— The communication services where you can be contacted, up to 3 lines of 38 characters
each. Generally, these lines will be in the form, Name of Service/ID Number.

BBS— Enter the Name of Bulletin Board/Telephone Number that you are using, up to 38 characters.

Remarks— Remarks about the Tiny-Tafel, for example, how to send information other than on floppy
disks.

Disk Format— The disk format radio button that you would like to use to exchange information with
other individuals. The selections are 3.5" 720K, 3.5" 1.4M, 5.25" 360K, 5.25" 1.2M, and Other. Other
specifies no specific disk format. If you want to receive the Tiny-Tafel information by telephone or in
writing, state your preference on the Remarks line.

Choose OK to return to the Tiny Tafel Report Window
Print the report. See page 89 for basic steps for printing reports.

Note If you have created the Tiny-Tafel as an ASCII file, you can view and edit the file while in Ulti-
mate Family Tree. Choose Open from the File menu. Select Text from the File Type list. Select the All
Files check box to view all files. Change to the drive and directory of the Tiny-Tafel file. Choose the
Tiny-Tafel file. The Text window appears with the Tiny-Tafel file showing.
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Section 6:

Putting Your Family History
on the Web

Ultimate Family Tree can create Instant Web Page family histories suitable for publishing on the World Wide
Web (WWW). The Modified Register genealogy report format is used for Instant Web Page files. Sample
family histories can be seentdtp://www.uftree.com

Strategy

« Plan your family history—style, format, graphics.

« Create or identify images in the Multimedia Library you want to use. Specify these as Preferred
Images for each individual. See page 164.

« Create the Instant Web Page using the Web option. See page 141.
* Preview the Instant Web Page.
« Register online with Palladium to reserve your web space.

« Upload your Instant Web Page.

137
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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

An Instant Web Page family history 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, 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.

Images connected to the Title, Introduction, or any individual in the report.
A file in any accepted format. Currently these include .WAV, .AU, and .AlF.

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

File Organization

Ultimate Family Tree provides a number of options for saving a family history file. The family history can be
saved in:

* one file
< multiple files in a single directory
» multiple files in multiple directories

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-directory option allows a
large number of files to be divided into separate directories. MS-DOS slows significantly when accessing a
directory having more than several hundred files. Use multiple files in multiple directories for uploading to
the Palladium Ultimate Family Tree web site.

Multiple File Option

The following files are created by Ultimate Family Tree when you choose the multiple file option:

* INDEX.HTM— The main family history file containing the table of contents, surname list, and intro-
duction.
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¢ Innnnnnn.HTM— Files for each main individual in the report. The record number 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.

e HTMFILES.TXT— A list of files created for this family history.

¢ name.TGZ— GZip compressed TAR (Tape Archive) when Web option is selected.

Multiple Subdirectory Option

Ultimate Family Tree places the main individual files in separate subdirectories when you choose this
option. The subdirectories are created automatically below the starting directory if they do not already exist.
The number of files in each directory can be set from the Options window described later. All other files
listed previously are located in the starting directory.

The subdirectories created by Ultimate Family Tree have the Damg wherennnis the number of
the directory starting with zero. If you have 500 files and have set the directory limit to 200, Ultimate Family
Tree will create three subdirectories, DO, D1, and D2.

Linking Files

Images

If a preferred image (see page 164) is linked to an individual who is included in the Web Page report, it will
be automatically extracted from your Multimedia Library as a .GIF file and located in the HTML\GRAPH-
ICS subdirectory.

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.

 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.
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« 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 \UFT\IMAGES subdirectory.

Sounds
You can also include a sound file.

« Audio File— Links a sound file such as a narrative description.

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 PKZIP.

Connecting to Palladium Interactive

Ultimate Family Tree can create Instant Web Page family histories suitable for publishing on the Web. The
Descendant Box Chart (which includes an Indented Descendant Report) and Modified Register Family Jou
nal Report are available as Instant Web Pages.

To connect directly to the Palladium Interactive web site, from the Online menu, choose Connect to
Palladium Interactive or choose Go Online on the Toolbar.

Instant Web Page Tutorial

The following tutorial presents the sequence of steps you take to create a family history page on the Web.
1. From the Online menu, choose Instant Web Page or choose the Instant Web Page button on the Toolb:

2. Choose Family Journal or Box Chart. For information on creating a Box Chart Web page, see
“Descendant Box Chart Instant Web Page” on page 244.

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 97.
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Figure 6-2:

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 in the Instant Web Page. The no{atitiralive) prints after the name.

Instant Web Page Window

5. Select the Local or Web option in the Destination box 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 config-
ured. In addition to the HTML files, it also creates a compressed file suitable for uploading to a web

server. This file has the extension .TGZ.

6. Choose Options to open the Instant Web Page Options window.

= Instant Web Page Options
Other Dutput
[ Parent Images @ Left Align | [] Single File m
Choose options to [ Child Images > Center [] Single Directory
include on Web page [ Project Information Files Per Directory
[ Link to Palladium Interactive

Enter email address Email Address
(or leave blank) —t

FTP Address for GEDCOM File

Optional FTP address __| L

for GEDCOM file

Figure 6-3:

Instant Web Page Options Window

Choose options
for Web page

Choose graphics
for Web page

Create HTML file for
local viewing only

Create HTML file for
uploading to server
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Select any options as described below:

10.
11.
12.

13.

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 the individual's parents.

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 that connects to
the Palladium home page. Visitors can find out more about genealogy, the Ultimate Family Tree pro-
gram 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 Directory— Specifies a single directory when single file is not checked. Do not select this
option if creating a web page for uploading to Palladium Interactive

Files Per Directory— Specifies the number of files you want in each subdirectory. Do not enter a
number larger than 500.

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.

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.

Choose OK.
Choose the Graphics button in the Instant Web Page window.

Select any field and choose Browse to find an existing graphics file, or type the names of the various
sound and graphic files in the appropriate field. Use standard DOS names. See Figure 6-4.

Select GIF files for each option you want to use, and choose 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 choose Preview to view the graphic. Choose OK to returr
to the Graphics window.

Choose Save As. Select from the existing list, or enter a name for the Instant Web Page. Ultimate Fa
ily Tree creates a subdirectory with the name you have chosen. The main web page file is named
index.htm.
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Figure 6-4: Instant Web Page Graphics Window
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Figure 6-5: Save Web Page As Dialog

14. Choose OK to create the Web Page.

Previewing an Instant Web Page
1. From the Online menu, choose Preview Instant Web Page or choose the Preview Web Page button on
the Toolbar.
2. Select a web page from the drop-down list.

3. Choose OK. The web browser you configured in Ultimate Family Tree opens with the web page you
selected. See page 6 for information on configuring a browser for Ultimate Family Tree.

4. After viewing your web page, exit the browser to return to Ultimate Family Tree.
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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. Choose Connect. Ultimate Family Tree will automatically connect with the Palladium Interactive web
site. The program pauses until the connection is made. A registration window opens for user informa-
tion. Not all browsers will automatically dial your phone and connect to your Internet Service Provider
(ISP). If your browser does not connect automatically, 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 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.

1.
2.

From the Online menu, choose Upload Web Page or choose Upload Page on the Toolbar.

Read the disclaimer (see Figure 6-6). Choose | Accept to accept the terms of the agreement. If you c
not want to see the disclaimer each time you upload a web page, select that option before choosing |
Accept. If you choose | 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 customeyrs, 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|site

(“Site”), you may not use any material that is protected by copyright of a third party without first obtaining permission f
the copyright owner. You, not Palladium, are responsible for any damages such as copyright infringement or any othe
that results from Palladium's use of any items submitted by you. You agree to indemnify and hold Palladium harmless
any claims, reasonable expenses, or attorneys' fees relating to any violation of these rules or submission of any alater]
ladium. Remember that submission of such material to Palladium for use on the Site grants to Palladium the right to U
reproduce, modify, distribute, publicly perform and publicly display such material.

Objectionable or Defamatory Content Users are prohibited from posting or transmitting any obscene, hateful,
amatory, racially or otherwise objectionable language, images, software or content of any kind, including without limitg
any material that would constitute libel, slander, defamation, or invasions of publicity or privacy of any third partyiiis-any
diction. You will indemnify, defend, and hold harmless Palladium and its representatives from any and all losses, clainj
bilities, obligations, reasonable expenses or attorneys’ fees which arise in connection with objectionable or defamator
content in the materials submitted by you.
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Figure 6-6: Palladium Disclaimer
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Note Although Ultimate Family Tree builds a compressed .TGZ file when you first create your Web
page, it updates it from your HTML files just before printing.

Type the name and password you used to register online with Palladium.
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 catalog
of all family histories that are available.

7. Choose Upload.



Section 7:

Multimedia

Using the multimedia features in Ultimate Family Tree, you can create and enhance family-oriented slide
shows, and draw on a library of images, video clips, sound, and Windows objects through Object Linking
and Embedding (OLE). Images can be scanned directly into the program, edited, cropped, displayed, and
included in printed reports. Most image formats are supported, including Kodak PhotoCD™,

Media (images, audio, and OLE objects) is stored and maintained in the Ultimate Family Tree Multi-
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 available to all projects. You can enter information about an image or audio
recording once and then use it an unlimited number of times in any project. Digitized images and audio
recording that are stored in a file on your computer can be displayed, played, or printed.

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 myriad ways in which this can be accomplished, from using media capture sof
ware and graphics programs to image scanners and sound boards.

In this section you will learn how to:

Add, modify, or delete media files
Import images and audio files
Edit images and audio files
Display images

Select a preferred image (to display in various view windows)

O o oo o O

Scan an image into the media library

147
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Add OLE files

o 0o o0oo0oo0ooo0o o

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 them in the Multimedia Library.

Export a digitized image
Create a Slide Show

Play audio recordings

Add sound to a Slide Show

Add narrative to an image

Edit OLE objects

Link, embed, and import an OLE object

1. From the Build menu, choose Multimedia Library.

2. Choose the New button in the Add Media box. The New window opens.

— Media Type
{ Digitized Image
O Audio WAV
) DLE
® Referenced

~ Referenced Media

b&w print
CD-ROM
color print
drawing
FAX
lithograph
movie, Smm

NEW
— Add New Media From ————————
| File._. I Iécanner...l | OLE... I
— Media Details
Ref Name L‘
Name
Date | |
Location ‘
Condition
i | Caption I [i |Dgst:liplion|

Cancel

Figure 7-1:

New Window

3. Select Referenced in the Media Type box.

4. Scroll the list of media types to highlight the type you want to reference.




DIRECT MEDIA 149

5. 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 Media List boxes.

6. 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.

7. Enter a date (optional) for the image (up to 30 characters) in the date field.

8. 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).

9. Enter the condition (optional) of the media, such as poor, fair, good, or excellent. Use any descriptior
you wish (up to 33 characters).

10. Choose Description (optional) to open an Edit Text window where you can enter up to 65,000 charac
ters of text describing the media. The description can include the nhames of the people, location of the
media, or any other information you wish. Choose Import to take you to an Open dialog box where
you can select external text to copy and paste into the Description text window.

11. Choose OK to close the New Media window.

Direct Media

Direct media are items that are digitized and stored on your hard disk. The three types of direct media are
images, audio, and OLE.

Images

Images can be stored in a wide variety of formats, such as bitmaps (.BMP), Aldus TIFF (.TIF), or Joint Pho
tographic Experts Group (.JPG), and can be incorporated into your Ultimate Family Tree program. When
any of these file formats containing 24-bit data are imported into Ultimate Family Tree, they are compresse:
using the JPEG specification that has the JPG extension. See page 162 for a list of compatible file formats
that can be used in Ultimate Family Tree.

Images can be scanned or sent to Ultimate Family Tree using a TWAIN-compatible device. A scannec
image is an electronic reproduction of a picture or document that you can store in a file on your computer. T
scan images you must have a scanner and scanner software. Consult your computer dealer for more inforr
tion on scanners.

You can also import Kodak Photo CD pictures into Ultimate Family Tree. Storing your photos on a
CD-ROM is a wonderful way to preserve your favorite family photos. A CD-ROM drive is required. Contact
a Kodak processor to have your undeveloped film, old photos, or negatives placed on a Kodak Photo CD.

Images can be edited and modified. You can also record a narrative that is stored with that image anc
play it back in any image display window, including Media Tree, Slide Show, Multimedia Link, and Multi-
media Library.
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Audio

Audio files come from a wide variety of sources including audio CDs, tapes, records, sound tracks, and
voice recordings. When translated into a digitized format, the audio file must have the extension .WAV.
Audio can be played in windows containing images. You need a sound board to record and play back digi-
tized audio.

OLE

Object Linking and Embedding (OLE) is a powerful Windows tool that you can use to create an object from
any type of media, including text, images, video clips, sound clips and MIDI files, and place it in Ultimate
Family Tree.

To transfer OLE objects to Ultimate Family Tree, you need a program such as Windows Object Pack-
ager, found in the Windows Accessory Group. For a more detailed discussion of OLE technology, consult
your Windows manual.

Using Media in Ultimate Family Tree

Once media is stored in the Ultimate Family Tree Multimedia Library, it can be linked to individuals and
slide shows.

Multimedia Library

The Multimedia Library is the repository for all Ultimate Family Tree media files. These files are added,
edited, or deleted from the Multimedia Library window. This window contains detailed information about
the images or audio recordings in Ultimate Family Tree projects. You can use this window to enter new images
or audio recordings, to modify existing media records, to export image files, or to delete media records.

= Multimedia Library
Media Library

Ref Name [The Family

List of available The Family Name [The Family at Thanksgiving
media Date [November 25, 1972 |

Grandma
Grandpa
Joe, 3 years old

Media Details

Type digitized image

Location [Hard drive
Condition |good

> I | Caption I I | Description I
Add Media Delete Media Image Play Library
| New I |Selecled| | Display I | Audio I | Pleviewl
[ an | [ Edir [ o |

Figure 7-2: Multimedia Library Window

Edit and crop image
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Adding a Digitized Image or Audio (.WAV) File

1. From the Build menu, choose Multimedia Library.

2. Choose New in the Add Media group to open the New media window.

= NEWY
— Media Type ———  Add New MediaFrom ————
g Digitized Image |/£i|9--- I |§canner...| | OLE... I
i Audio [WAY) J/
Select media type & OLE /" CAWINDDWS\CASTLE.BMP
Choose file to add ) Referenced / — Media Details
a digitized image Ref N
or .WAYV file ~ Referenced Media &l Name L‘
- MName
b&w print +
CD-ROM Date | |
color print Location ‘
drawing Condition
FAX
lithograph [i | LCaption I li |Dgst:liplion|
movie, Smm

Figure 7-3: New Window

3. Select Digitized Image or Audio (.WAV) in the Media Type group.
4. Choose File in the Add New Media From group.

Bkl g Bl D oy
I'.p::| ol | ',p.:d|'-.:| o gy

ol i ¥ L] +

lamily. o
List of image or h_P:.:H [] it Fbea
audio files el e
aleee ped
e o

| sy, 1l

Drem
|=-:: I!I

Figure 7-4: Open Dialog Box

5. Select the drive and directory where you placed the image or audio recording file. A list of image or
audio files appears in the Add Image File box, depending on the media type you selected in the Multi
media window.
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6.

10.

11.

12.

13.

14.
15.

Select the image or audio recording you want to add to the library and choose Open. If you choose an
image, a preview window opens where you can view the image you are adding. Choose OK to return
to the Multimedia window, or Cancel if you change your mind.

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.

Enter a descriptive name (optional) in the Name field. This becomes the title name and will print
below the image in Gallery reports. The descriptive name is limited to 25 characters.

Enter the date (optional) for the image (up to 30 characters) in the date field.

Enter the location (optional) of the media, (for example, the hard drive location for a digitized image).
Use any description you wish (up to 33 characters).

Enter the condition (optional) of the media, such as poor, fair, good, or excellent. Use any description
you wish (up to 33 characters).

Choose Caption (optional) to open a text window where you can enter a caption for the image. The
caption is included below a digitized image when it’s printed and should be limited to 50 characters or
less.

Choose Description (optional) to open an Edit Text window where you can enter up to 65,000 charac-
ters 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. Choose Import to take you to an Open dialog box
where you can select external text to copy and paste into the Description text window.

Choose OK to close the New media window.

The Multimedia Library window displays the name you typed in the Name Field in the Media Library
list. Choose OK to close this window.

Scanning an Image into the Multimedia Library

o ok~ wdhPE

Note You must use a TWAIN-compatible device (such as a scanner) to scan images in Ultimate
Family Tree.

From the Build menu, choose Multimedia Library.

Choose New in the Add Media group.

Select Digitized Image in the Media Type group.

Choose Scanner in the Add New Media From group to open the Scan window.
Choose Select Source to select the scanner you wish to use.

Choose Scan to open the control window supplied by the manufacturer of your TWAIN-compatible
device and begin scanning.

Choose OK to close the window.
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8.
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| San. .. : Choose to begin scanning

Figure 7-5: Scan Window

In the New window, enter a unique name (up to 20 characters) in the Ref Name field. The Ref Name i
required because it is used in Media List Boxes.

9. Enter the optional Media Details for your scanned image.

Adding an Existing OLE File in Windows 3.x

OLE objects, constructed from your media, are placed in Ultimate Family Tree. The program used to impor
OLE objects into Ultimate Family Tree is called the OLE server. The program in which an OLE object is placed is
called the OLE client. Consult your Windows manual for a more detailed discussion of OLE technology.

1.

From the Build menu, choose Multimedia Library.

2. Choose New in the Add Media group.
3. Select OLE in the Media Type group.
4.
5

Choose OLE in the Add New Media From group to open the OLE window.

. From the Edit menu, choose Insert Object.

= Insert Object

Object Type:

Soundo’LE

Microsoft WordArt 1.0 Choose File after

selecting an object type

Microsoft Word 6.0 Document

Flle —

Figure 7-6: Insert Object Dialog Box
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6.

7.
8.
9.
10.
11.
12.

In the Insert Object window, select the object type and choose File.

[C] 4 Falea

Lict Filee =f Type: Drrem

[Sbecha Cip v 8] [S= 3]

Figure 7-7: Insert Object From File Dialog Box

Change to the drive and directory that contain the file you want to add.

Choose Insert. An OLE window opens with an icon representing the object.

Close the OLE window by double-clicking on the close box.

In the New Media window, enter a unique name (up to 20 characters) in the Ref Name file.
Enter the optional Media Details for the OLE file.

Choose OK to close the window.

Adding an Existing OLE File in Windows 95 (or Windows 3.x)

1.

S

From the Build menu, choose Multimedia Library.

Choose New in the Add Media group.

Select OLE in the Media Type group.

Choose OLE in the Add New Media From group to open the OLE window.
From the Edit menu, choose Insert Object.

In the Insert Object window, select the object type and choose OK to open a server windows for the
type you have chosen.

Carefully follow the instructions shown in the window. These instructions vary according to the indi-
vidual server. When you close the server window, an icon appears in the OLE window.

. Close the OLE window by double-clicking the close box.

In the New Media window, enter a unique name (up to 20 characters) in the Ref Name file.
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10. Enter the optional Media Details for the OLE file.
11. Choose OK to close the window.

Note Some OLE servers (such as Windows Media Player) interfere with Ultimate Family Tree. If
you lock (freeze) when exiting Windows, use Ctrl-Alt-Del to reset your system. To prevent this prob-
lem, use Object Packager to link OLE objects.

Using Microsoft Object Packager with Ultimate Family Tree

Object Packager is a Windows program that converts images, text, video clips, and sounds to an OLE obje
that can be linked to Ultimate Family Tree. Object Packager is located in the Windows Accessories Group il
Windows 3.x. It is located in the Windows folder in Windows 95. Read the Object Packager online Help to
learn about its many capabilities.

Objects can be connected to Object Packager in one of two ways:

 Start Object Packager and choose Import from the File menu to import a file that can be embedded i
Ultimate Family Tree.

« Choose Paste from the Edit menu to link an object from a server where you have previously copied
that object to the clipboard.

The following procedure shows how to use Object Packager. It assumes that you have previously
installed Video for Windows on your system. To link a video clip to Ultimate Family Tree through Object
Packager, follow these steps:

1. Start Media Player from the Accessories Group or type media player in the Run window in Windows
95.

Choose Video For Windows from the Device Menu. The file Open dialog box is displayed.
Choose an AVI file from the file list, and then choose Open (or OK in Windows 3.1).
Choose Copy Object from the Media Player Edit menu.

Exit Media Player.

Start Object Packager. Type package in the Run window in Windows 95.

From the Edit menu, choose Paste.

From the Edit menu, choose Copy Package.

© © N o g Bk~ wDbd

Exit Object Packager.

-
©

Start Ultimate Family Tree.

=
[

. From the Build menu, choose Multimedia Library.
. Choose Add Media, New.
. Select the OLE Media Type radio button.

e
w N
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Figure 7-8: Multimedia Library Window

14,
15.
16.
17.
18.

Choose OLE in the Add New Media From group.

From the Edit menu, choose Paste.

Close the OLE edit window.

Type a reference name for the clip and any other information you wish.
Choose OK.

The Video For Windows clip has now been linked to Ultimate Family Tree. To play the video clip,
double-click the name of the clip in the Media Library list in the Multimedia Library window.

Copy and paste static objects, such as text or graphics, into Object Packager and embed them in Ulti-
mate Family Tree using similar steps. The embedded objects can then be used in slide shows and linked to
individuals.

Paste Special

Use the Paste Special menu option to link or embed an OLE object on the clipboard to the Ultimate Family
Tree Multimedia Library. The object retains the formatting and other characteristics it had in the application
that created it. For example, you can copy part of a Microsoft Excel spreadsheet and paste it as an object into
Ultimate Family Tree. You can then double-click the object to open it in Excel, and edit or print the object.

The Paste Special menu option is not available until you copy the object you want to paste. To use
Paste Special, select information from the source document or application, and then use the Copy command
from the Edit menu to place it on the clipboard.

The Paste Special dialog contains the following options:

» Source area— Displays the application, directory, and file you are pasting from.

« Data Type list— Displays the available formats for the object. Select the format for the object you are
pasting according to what you want to be able to do with the stored object in Ultimate Family Tree.
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9.

Use Object format to edit the object by opening its source application from Ultimate Family Tree.
Choose picture or bitmap formats to display the object and minimize the space it occupies in Ultimate
Family Tree. If you plan to change the size of the object, choose the Picture format. If an object has ¢
picture or bitmap format, you cannot edit it from Ultimate Family Tree.

Paste— Embeds the object from the clipboard into the OLE Edit window.

Paste Link— Links the object to Ultimate Family Tree as the destination so you can modify the linked
object in Ultimate Family Tree.

Cancel— Exits the dialog without taking action.

To use Paste Special, follow these steps:

Copy to the clipboard the information from the server you want to embed or link.
Return to or open Ultimate Family Tree.

Choose New in the Multimedia Library window.

Select OLE in the Media Type list.

Choose OLE in the Add New Media From group.

From the Edit menu, choose Paste Special. The Paste Special dialog box appears.

= Paste Special
Source: MIDI
c:hmiditamszong0Z. mid MIDI
Data Type:
Bitmap —
Picture
| Cancel I

Figure 7-9: Paste Special Dialog Box

From the Data Type list, select the format you want to use.
Choose the Paste button to embed the object or the Paste Link button to link it.

Note Depending on the application used to create the object, or whether the object is in a saved do
ument, the Paste Link button may not be available.

Close the OLE window.
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Editing an OLE File

You can't edit OLE objects in Ultimate Family Tree. They are edited using the software program in which
they were originally created. Objects that are embedded cannot be edited.

1.
2.
3.
4.

5.
6.

From the Build menu, choose Multimedia Library.

Select the OLE object you want to edit from the Media Library list.
Choose Edit in the Image Group. The OLE window opens.

From the Edit menu, choose Object.

Note If you choose Clear from the Edit menu, you clear the OLE object from the window and
remove it. Choose Convert to Static to break the link between an object and its server

The program in which the OLE object was created opens, and you can edit the object.

To exit that program, choose Exit and Return from the File menu.

Editing an Existing Digitized Image

Images can be edited in various ways. You can rotate the image and change brightness, contrast and sharp-
ness. You can convert an image to gray or negative, and crop it. Additionally, you can add narrative for the
image. If you want, you can save the edited image to a new file, and export it to any compatible image type.
In Ultimate Family Tree you can compress 24-bit images and set image quality level.

1. From the Build menu, choose Multimedia Library.

2. Select the digitized image you want to edit from the Media Library list.

3. Choose Edit in the Image Group.

Use to crop image —41 Feom in || Zoom Gut]|  Full | | Ascod Mesiis. |

Eughtrazr Dicran
Conamst U
Lontari [iowen
Shaagress Up

" Shapraz: Lo |

Lottt i Ly

Wheie i Wissdsi?

Figure 7-10: Edit Window
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10.

. Choose any of the options listed in the Image field.

Note Image options are not available for all image types. Sharpness can be used for gray scale
images, but not for color images or line drawings. If you choose an image function that does not apply
to the current image, you'll see a message stating, “Format not allowed.”

Choose Zoom In to magnify or crop the image.
Choose Zoom Out to shrink the image.

Note The zoomed view is saved when you close the window by choosing OK. Use Zoom and the
scroll bars to crop the image.

Choose Full to view the entire image.
Choose Undo to return the image to its original appearance.

Choose Record Narrative to open the Windows Sound Recorder where you can record a narrative fo
this image.

Choose OK to close the window. In the Save window choose Cancel if you do not want to save the
changes, or choose OK to save the changes. To confirm, choose Proceed to continue, or Cancel to
return to the Save window to make the name changes.

Note If you want to save the original image and at the same time save the newly edited image, follow
these steps:

1. Enter a different Reference Name for the newly edited image.

2. Enter a different Descriptive Name (optional). The descriptive name is limited to approximately
35 characters.

3. Choose Caption and/or Description (optional) to edit or enter a new caption or description for
the image.

4. Choose OK to save the changes in a file with the new file name.

The edited image title will appear in the Media Library list.

Adding Narrative

The narrative can be heard in various view windows, preview windows, slide shows, and the Individual
Record Media window. Before you can use Sound Recorder, you must use the Windows Control Panel to
install and configure the appropriate device driver and sound hardware. See your Windows manual for mor
information.

1
2.
3.

To record a narrative for a selected image, from the Build menu, choose Multimedia Library.
Select the digitized image for which you want to add narrative from the Media Library list.

Choose Edit in the Image Group.
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4. Choose Record Narrative to open the Windows Sound Recorder where you can record a narrative for

this image.

Note To use an existing .WAV file rather than recording a new narrative, choose Insert File from the
Sound Recorder’s Edit menu. Select the file you want as the narrative and choose Open. Choose Exit

& Return from the File menu.

Note

Image Edit wi

Choose OK to close the window.

ndow.

Deleting Media

1. From the Build menu, choose Multimedia Library.

Delete selected media

Multimedia Library

If you minimize rather than close Sound Recorder (or click the mouse anywhere on the desk-
top), the Image Edit window will not be active. Press Escape to close Sound Recorder and activate the

Cancel
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Grandpa S _
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Figure 7-11:

Multimedia Library Window

2. Select the media you want to delete from the Library list on the left.

3. Choose the Selected button in the Delete Media group to delete the selected media or choose the All

button to delete all media from the Multimedia Library.

4. Choose Proceed to delete the selected media or Cancel to return to the Multimedia window.

Note After deleting media, choose Project, Pack from the Utilities menu to permanently remove the

deleted records and reduce the disk space used.
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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 483640 pixels and 256 colors 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 Win-
dows Colors option. See page 196 for more information.

Displaying a Digitized Image
1. From the Build menu, choose Multimedia Library.
2. Select the digitized image you want to view from the Media Library list.

3. Choose Display in the Image group.

a

— Export image

Play any audio
— attached to this
image

Figure 7-12: Display Window

Use the Zoom In/Out and Full buttons to view the image.
Play any audio attached to this image by clicking the Narrative button.
Add a caption for the image, or any descriptive text, in the appropriate fields.

If you want to export the image to an External file, choose Export.

© N o g &

Choose Close to return to the Multimedia Library window.
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Exporting a Digitized Image

You can export a digitized image to use in other programs. Follow these steps to export an image from the
Multimedia Library window:

1.

o k& 0D

From the Build menu, choose Multimedia Library.

Select the digitized image to be exported from the Media Library list.
Choose Display in the Image group.

Choose Export.

Select the file type of the image you wish to export. File types include:
BMP — Microsoft, up to 16.7 million colors (24-bit)

GEM IMG — Digital Research, 16 colors (4-bit)

GIF — CompusServe, 256 colors (8-bit)

JPG— Joint Photographic Experts Group, 16.7 million colors (24-bit)
MAC — Apple Computer MacPaint, 2 colors (1-bit)

MSP— Microsoft, Microsoft Paint, 2 colors (1-bit)

PCT— Apple Computer, PICT, 16.7 million colors (24-bit)

PCX— ZSoft, 16.7 million colors (24-bit)

TGA— Truevision, TARGA, 16.7 million colors (24-bit)

TIF — Aldus TIFF, 16.7 million colors (24-bit)

Note Valid file types are in the File Type list. If a type is dim, it is because the file type is incompati-
ble with the Ultimate Family Tree image. For example, a 24-bit format, such as .BMP, cannot be saved
in an 8-bit format such as .GIF.

6. Choose Save.

7. Enter afile name in the Save As window. Ultimate Family Tree adds the file extension.
8.
9

Change to the drive and directory into which you wish to export the image.

. Choose Save, or Cancel if you do not want to save changes.
10.

Choose Close to close the Display window.

Playing an Audio Recording

1.
2.
3.

From the Build menu, choose Multimedia Library.
Select the audio (.WAV) recording you want to hear from the Library list.

Choose Audio in the Play group.
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Previewing the Multimedia Library

The Preview window displays media stored in the Multimedia Library. The media files are displayed in a
slide format, up to eight at one time, with their control names.

1. From the Build menu, choose Multimedia Library, and then choose Preview in the Library group to
view all media stored in the Multimedia library.

2. Choose More, and then Media in the Individual Record window, and then Preview in the Multimedia
Link window to view all media linked to the individual.

3. Click the name under the slide in order to view the image in a larger format or play the recording or
OLE object.

4. Choose the More>> button to view any additional media.
5. Choose the <<More button to return to the previous Preview window.

6. Choose Close to return to the Multimedia Link or Multimedia Library window.

Linking Media
You can link an unlimited number of images, audio recordings, or object to an individual.

1. Choose the More button in the Individual Record window, and then Media to open the Multimedia

Link window.
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Figure 7-13: Multimedia Link Window

2. Make sure the name of the desired individual appears at the top of the window and choose Existing
Media from the Add Media Link box.

3. Choose Proceed (if a Note window appears) to open the Media Select window.
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Choose Multimedia Library in the Media Source group to add existing media found in the Multimedia
Library.

Note If you wish to add media which is linked to another individual or an existing slide show,
choose the appropriate option 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 choose OK.

Select the media you want from the Media Library list.
Choose the Add button or double-click the media to move the selected media to the Linked Media list.
Choose Add All to add all media to the Linked Media list.

Choose Remove to remove selected media from the Linked Media List or 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 Multimedia Library window.

. Choose 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 Media Tree, Family Tree, Family, and
Descendant windows (and will be included in an Instant Web Page Report). From the Multimedia Link win-
dow, highlight the image you want as the preferred image and check the Preferred Image box. Choose More,
and then Media in an Individual Record window to open the Multimedia Link window.

Note NOTE OLE images and audio files cannot be Preferred images.

Adding New Media to an Individual

1.

o > 0D

Choose More, and then Media in the Individual Record of the person to whom you want to add media.
In the Multimedia Link window, choose New Media to open a New media window.

Select Digitized Image or Audio (\WAV) in the Media Type group.

Choose File in the Add New Media From group.

Select the drive and directory where you placed the image or audio recording file. A list of image or
audio files appears in the Add Image File box, depending on the media type you selected in the Multi-
media window.

Select the image or audio recording you want to add to the library and choose Open. If you choose an
image, a preview window opens where you can view the image you are adding. Choose OK to return
to the Multimedia window or Cancel if you change your mind.
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10.

11.

12.

13.

14.
15.

In the Multimedia 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.

Enter a descriptive name for the media in the Name field. This becomes the title name. The descriptiv
name is limited to 25 characters (optional).

Enter the free-form date for the image (up to 30 characters) in the date field (optional).

Enter the physical location of the media, for example, the hard drive location for a digitized image, or
the album number for a photograph. Use any description you wish, up to 33 characters (optional).

Enter the condition of the media, such as poor, fair, good, or excellent. Use any description you wish
up to 33 characters (optional).

Choose Caption to open a text window where you can enter a caption that is included below a digitize
image when it's printed. The caption should be limited to 50 characters or less (optional).

Choose Description to open an Edit Text window where you can enter up to 65,000 characters of tex
describing the image. The description can include the names of the people in the image, the location ¢
the image, or any other information. Choose Import to take you to an Open dialog box where you car
select external text to copy and paste into the Description text window (optional).

Choose OK to close the New Media window.

Choose OK to close the Multimedia Link window.

Unlinking Media from an Individual

1.

4.

Choose the More button, and then Media in the Individual Record of the person from whom you want
to unlink media.

Make sure the name of the individual appears at the top of the window, and from the Multimedia Links
list, select the media you want to unlink.

Choose Selected in the Delete Media group to unlink the selected media or choose All to unlink all
media from the individual.

Note The Delete Media buttons do not delete the media from the Multimedia library. These buttons
merely unlink the media from the selected individual.

Choose Proceed to unlink the media.

Viewing Images Linked to a Selected Individual

1.

2.
3.

Choose the More button, and then Media in the Individual Record to open the Multimedia Link win-
dow.

Select the image you want to view in the Multimedia Links list.

Choose Image in the Play group.
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Playing Audio/OLE Recordings Linked to a Selected Individual

1.
2.
3.

Choose More, and then Media in the Individual Record to open the Multimedia Link window.
Highlight the Audio or OLE recording in the Multimedia Links list.
Choose Audio/OLE in the Play group.

Viewing All Media Linked to a Selected Individual

1.
2.

o 0 ko

Choose More, and then Media in the Individual Record to open the Multimedia Link window.

Choose Preview to view all media linked to the individual in a slide show style. Each image or sound
icon is displayed with its control name.

Select the name on the slide to view the image or play the recording or OLE object.
Choose the More>> button to view any additional media.
Choose the <<More button to return to the previous Preview window.

Choose Close to return to the Multimedia Link window.

Slide Shows

One of the most exciting features of Ultimate Family Tree is the ability to create a slide show presentation
using the image and audio files stored in the Multimedia Library. You can also add a voice-over narration to
each slide.

To better understand how to set up a multimedia slide show, note the following:

Slides can contain digitized images, audio files, or OLE objects. The slides are shown sequentially
during a slide show. Digitized images are shown for a length of time that is set for each slide. Back-
ground music from a MIDI OLE server can also be included with the slide show, depending on the
server.

Voice-over narrations are played with their associated digitized image. Slides following a digitized
image that contain audio files are then played while the digitized image is displayed. To adapt narra-
tions to the current slide show, arrange slides in the proper order.

Note OLE images do not play in the slide show without activating the server.

Creating a New Slide Show

1.
2.
3.

From the Build menu, choose Slide Show.
Choose New in the Add Show group.

Enter a name in the Show Name field. This required name appears in the Slide Show list.
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Figure 7-14: Slide Show Window

4. To add slides, choose Existing or New in the Add Slide group. If you choose Existing, continue with
step 5. If you choose New, see “Adding a Digitized Image or Audio (.WAV) File” on page 151.
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Figure 7-15: Media Select Window

Choose Multimedia Library in the Media Source group. (Use the Selected Individual option to select
media items linked to an individual. Use Slide Show to create a new slide show from an existing slide
show.)

In the Media List, highlight the media you want to include.
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7. Choose 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 Use 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. Choose 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.

To view or hear any of the slides or view the complete slide show, choose any of the following buttons
in the Play group:

« Image— Displays the selected image
¢ Audio/OLE— Plays the selected audio (.WAV) or OLE file
« Slide Show— Displays the entire slide show

» Preview— Displays all linked slides (up to 8 at one time) for the selected 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 choose any of the buttons in the Add Slide, Move Slide,
or Delete Slide boxes to add new slides, to change the order that the slides display, or to remove slides
from the Slide Show.

3. Choose 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 166.)

2. Highlight the slide show to which you want to link an individual's linked media and choose EXxisting in
the Add Media group.

3. In the Media Select window, choose Selected Individual 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 choose OK to open the Media Select
window. The media linked to the selected individual is listed in the Media list.

5. In the Media List, highlight the media you want to include.
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Figure 7-16: Candidate Individuals Window

Choose Add, or Add All.
Repeat steps 5 and 6 until all media you want to add to the slide show has been linked.

Note Use the Remove and Insert buttons to arrange the slides in the order in which you want them tc
be displayed. The Remove button unlinks a selected file from the slide show. The Insert button insert:
a selected file above a highlighted item in the Linked Media list.

Choose 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.

Choose OK to close the Slide Show window.

Adding an Existing Slide Show to a Slide Show

1.

From the Build menu, choose Slide Show.
Note To create a new slide show, follow the steps in “Creating a New Slide Show” on page 166.

Highlight the slide show into which you want to link another slide show and choose Existing in the
Add Media group.

In the Media Select window, choose 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 choose 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.
. Choose Add.

Note To add all listed media to the slide show, choose 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 Use 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. Choose 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. Choose OK to close the Slide Show window.

Slide Shows and OLE

OLE objects can be used in Ultimate Family Tree slide shows. For example, you can link and play a Video
For Windows clip as part of a slide show. One interesting source of video clips is Microsoft Encarta, which
includes many historical video clips. Copy the .AVI files you want to use from the Encarta CD-ROM to your
hard disk. The CD-ROM need not be present when you want to play the slide show. Be aware that video
clips can be very large, and consume a significant amount of space on your hard disk. Use Object Packager
to integrate video clips with Ultimate Family Tree because of conflicts some video servers create.

Note Some OLE servers (such as Windows Media Player) interfere with Ultimate Family Tree. If
Windows locks (freezes) when you exit, use Ctrl-Alt-Del to reset your system. To prevent this prob-
lem, use Object Packager to link OLE objects. See “Using Microsoft Object Packager with Ultimate
Family Tree” on page 155.

If you want to use a static object in a slide show, such as a drawing created with PC Paintbrush, use the
Convert to Static option (active when editing an OLE object in the Multimedia Library window) on the Ulti-
mate Family Tree Edit menu. Convert to Static breaks the link between an object and its server. When the
object is then played in a slide show, the server is not activated.

You might want to activate the server during a slide show. For example, you can display a document
produced in a word processing program, or a presentation from another source (such as Lotus Freelance), as
part of a slide show. To keep the server active (rather than being closed by Ultimate Family Tree), set the
Seconds to 999 for that slide in the Build Slide Show window. The slide will then be shown until you close
the server.

With a few exceptions, only one OLE object and server can be active at one time in Ultimate Family
Tree. This restriction is important if you wish to play music as the background of a show. MIDI music
objects can be linked to Ultimate Family Tree and played in a slide show, but if a new server is activated
while the music is playing, the new server overrides the one playing the music, and the music stops.

Play MIDI music in the background for a slide show that consists of digitized images that do not have
narratives. Be sure to turn off the sound effects option. Narratives and sound effects are OLE objects, and
they will stop the music.



Section 8:

Managing Your Data

In this section you will learn how to:
O Merge two projects
O Import data from another program (GEDCOM or ROOTS III)
Export data from Ultimate Family Tree to another program
Save a Project
Backup (Archive) a project
Restore an Archived 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

o o o0oo0oo0oo0ooooo o

Set Desktop Preferences (clock, messages, date format, toolbar, image quality, name format, Window
colors, and wallpaper)

171
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O Pack a project

O Use 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.

Note You cannot merge two projects that use different library files. To combine two projects that use
different library files, use GEDCOM. If you're using Visual ROOTS or ROOTS 1V, see “Using
ROOQOTS IV and Ultimate Family Tree Together” on page 216.

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 Project from the File Type drop-down list.

A

Select the drive and directory where the second project is located. Select the project name from the file
list. Choose OK to open the specified project. The Project Merge Options window opens.

= Project Merge Options
Close original project
Mext Available Record Number 374 and open second

li

Start Record Number For Merged Records |374 Proceed l— Proceed with merge

Status Field For Merged Records

| Enter starting individual
record number

Figure 8-1: Project Merge Options Window

5. 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 1.) 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.

6. Choose Proceed to merge the two projects. (If you change your mind, choose No Merge. Choosing No
Merge closes the first project and opens the second one.)
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7. 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.
Choose Proceed 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 191.

Data from Another Program

Ultimate Family Tree can import GEDCOM data from any another software program that is also GEDCOM
compatible.

Important Note about GEDCOM The GEDCOM (GEnealogical Data Communications) standard
provides a set of rules that allow software designers to create programs for exchanging genealogical
information. The GEDCOM standard has been changed considerably since it was first introduced in
1984, and continues to evolve. Prior versions of the GEDCOM standard were released in October
1987 (3.0) and August 1989 (4.0). Version 1 and 2 were drafts for public discussion and were not
established as a standard. The Family History Department of the LDS Church released the latest GEI
COM standard draft proposal, version 5.5, in December 1995. It addressed improvements in the trea
ment of sources and user-defined events.

Ultimate Family Tree GEDCOM is designed to conform as closely as possible to Version 5.3,
except where incompatibilities exist with version 4.0.

The GEDCOM standard, while providing an excellent starting point, can be interpreted differ-
ently by two designers, resulting in potential incompatibilities. For these reasons, the export and
import of GEDCOM information to and from Ultimate Family Tree must be approached with caution.
You might need to edit or update the information that is not converted correctly. While tools are pro-
vided in Ultimate Family Tree to help with this process, it is extremely important to check all informa-
tion imported to Ultimate Family Tree for error or omissions. It is also important to alert those
receiving a GEDCOM file from Ultimate Family Tree (or any other advanced genealogy software) of
the possibility of these problems.

Importing a GEDCOM File

Ultimate Family Tree imports GEDCOM files that use either the ANSEL or IBM-PC character sets. Because
of the disk space used during the conversion, copy the GEDCOM file to your hard disk before attempting th
conversion.

Note If you want to import a GEDCOM file from multiple floppy disks, copy the files from the
floppy disks to your hard disk. When all the files are on the hard disk, use the DOS COPY command tc
combine the separate files into the .GED file. Example:

Copy SMITH.GED + SMITH.G00 + SMITH.G01 JONES.GED [Press Enter]

Once the files are combined in the JONES.GED file, you can import the GEDCOM file into Ultimate
Family Tree.
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1. From the File menu, choose Open.

Path to file

File Name: Directories:

=.ged | c:\gedcom

rued_ged * B ch +

+
+

List Files of Type: Drives:
Choose GEDCOM Import
from drop-down file list ] —GEDCOM Import & | He |£|

Figure 8-2: Open File Window

2. In the File Type drop-down list, select GEDCOM Import.
3. Select the drive and directory where the .GED file can be found.

4. Select the GEDCOM file to be imported and choose OK. The Import from GEDCOM Options window
will open. See page 178 for additional information on the Options window.

= Import From GEDCOM Options

Convert upper case ~ MNames — Free Date Format

to upper/lower case ~~~4—| canvert AL SMITH to Al Smith @® March 3, 1908

Reverse surname/ L] Convert Smith, Al to Al Smith 3 2 March 1908

Lirmame " ToatDesinations —————————— | S hat o, format selocted.
Individual Event
{® Biographical Text @ Research Notes | [ Other
) Footnote O Tent [] Build Footnotes Build footnotes

[ Include Last Changed Date

[ Assume Marriage when Family [PAF]
R Carriage Ret from Text
[1 Retain Driginal Record Mumbers

[] Add to Dpen Project

) Research Notes (") Footnote

Figure 8-3: Import from GEDCOM Options Window

The following options are unique to the Import From GEDCOM Options window. See page 178
for options common to GEDCOM and ROOTS Il imports.
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Text Destination: Individual

Biographical Text— Converts text notes attached to individuals to the Individual Biographical Text
window 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
window of the Individual Record window.

Text Destination: Event

Research Notes- Converts text notes attached to events to the Event Text Research Notes window of
the Individual Record window.

Text— Converts text notes attached to events to the Event Text window of the Individual Record win-
dow.

Footnote— Converts text notes attached to events to the Event Text Footnote window of the Individ-
ual Record window.

Other Group

Assume Marriage When Family (PAF) Select this option if your previous genealogy program does
not distinguish between family records and marriage records, but instead uses a FAM tag as in the ca
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 TextSelect this option to remove carriage returns from text notes
and allow Ultimate Family Tree to correctly wrap text.

Retain Original Record Numbess- Select this option if your GEDCOM file supports the NUMB tag

for individual record numbers. This option retains the record number from the previous program in
Ultimate 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 choose Proceed, any individuals with
NUMB tags receive the original record number, and those without a NUMB tag receive the next avail-
able record number. Choose Cancel to abort the conversion.

. Choose OK when you have made your option choices.
. In the Save As Dialog Box, enter a file name for the project, with the extension .PRO.

. Select a different drive and directory if you want. Use the PROJECTS subdirectory or a subdirectory
other than the FG directory.

. Choose OK to start the conversion. When the GEDCOM conversion is complete, a message shows tt
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 200.

. Press any key on the keyboard or move the mouse to remove this message.
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3 . File N - Directories:
Enter file name with re fame Dirsctories _“
extension .pro — —|rued.pro | c:\wft\projects
B :
[ uft
= projects
*
&
Choose Ultimate Family Save File as Type: Drives:
Tree from drop-down list = —|Ulllmale Family Tree |£| | = c |£I

10.

11.

Figure 8-4: Save As Window

Enter the appropriate data in the Project Information window. See page 193 for more information on

the Project Information window.

Choose OK to close the Project Information window.

Note If you import an Event 1.0 GEDCOM file that includes media, any OLE or .WAV files become
referenced media. Only digitized images are imported in their true form and can be viewed in Ultimate
Family Tree.

Importing From ROOTS Il

You can easily convert ROOTS Il databases (familyname.edb) for use in Ultimate Family Tree. Because of
the size of temporary files created during the conversion, the .EDB file should be located on the hard drive

before attempting the conversion.

1.
2. In the File Type drop-down list, select ROOTS Il Basefile.

3.

4. Select the .EDB file to be converted and choose Open. The Import from ROOTS Il Options window

Convert upper case ~ Mames Dther

~
to upper/lower case ~~J=— Lonvert AL SMITH to Al Smith [ Build Footnotes ok |
Reverse surname/ _— {1 Convert Smith, Al to Al Smith [ Include Last Changed Date
given to given/ _ Free Date Format [<] Translate Text Formatting

surname

From the File menu, choose Open.

Select the drive and directory where the .EDB file can be found.

opens. See page 173 for additional information on the Options window.

= Import From ROOTS Il Options

[<] Translate Address Labels

g ;‘:‘mh 3'119?]18 (4 lanore Blank Events 13-6_M2.3
are [ Include "Ref" Text Files
8 g ::;1‘?9033 [] Add to Open Project

Figure 8-5: Import from ROOTS Il Options Window
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6
7
8
9

10.

Choose the options you want. The following options are unique to the Import from ROOTS Il Options
window. See page 178 for options common to GEDCOM and ROOTS Il imports.

Translate Text Formatting— Select this option to convert ROOTS Il dot commands to Ultimate Fam-
ily Tree formatting commands. The following commands are not supported in Ultimate Family Tree:
Remarks

Print line and set temporary indent

Set blank space

Blank page

Normal left margin

.S Superscript

':E.D':tt'_:

Translate Address Labels- Select this option if you created mailing labels in the Resides field in
ROOTS Ill and you want them directed to the Ultimate Family Tree mailing label fields. The caret ()
must be present in the ROOTS Il Resides Detail Footnote for the address to be redirected to the Ulti
mate Family Tree Mail Label window.

Ignore Blank Events 13—-6 & M2;3- Select this option if you have events that are defined but not used
in lines 3, 4, 5, or 6 of Individual Edit Records and lines 2 and 3 of Marriage Records in ROOTS IllI.
ROOTS Il individual records have six fields for events, while marriages have three. If these fields are
not used, they are considered blank events. To prevent them from being imported into Ultimate Family
Tree, select Ignore Blank Events. This prevents Ultimate Family Tree from creating events for an individ-
ual when they did not occur. An event is not considered blank if it has at least a date, place, or footnote,

Include “Ref” Text Files— Include text files that are named using the reference field.

See page 178 for import options common to GEDCOM and ROOTS IIl.

. Choose OK.
. In the Save As Dialog Box, enter a file name for the new project, with a .PRO extension.
. Choose OK to start the conversion.

. When the conversion is complete, enter the appropriate data in the Project Information window.

Choose OK to close the Project Information window.

For more technical information on how data in ROOTS Il converts to Ultimate Family Tree, see the

Appendix, “Notes for ROOTS Il Users,” page 220.

Importing GEDCOM from Family Tree Maker for Windows

If your family's data has been stored in Family Tree Maker for Windows (version 2 or 3), here’s how to trans
fer it to Ultimate Family Tree:

1.
2.

In Family Tree Maker, from the File menu select Copy/Export Family File.

In the File Format pulldown list, select GEDCOM (*.GED). Make a note of the file name you are sav-
ing to. Click the OK button.
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Note If you receive an error message that the file already exists, press OK, type an unused file name
in the File Name box and press OK again.

3. Inthe Export to GEDCOM dialog box, make the following selections:
Destination: ROOTS
GEDCOM: \ersion 4
Character set: ANSEL
then click OK.

Note If you want to export data from the Title, Alias or Address entries in your database, or have
used the Facts feature of Family Tree for Windows, before clicking OK you must first click Fields to
Export and follow the procedures for GEDCOM export in the Family Tree Maker manual.

4. When Family Tree Maker has finished writing the file, close Family Tree Maker and start Ultimate
Family Tree.

5. From the File menu, select File Open.

Follow the steps starting on page 174 to convert the GEDCOM file.

Common GEDCOM and ROOTS Il Import Options

Names

e Convert AL SMITH to Al Smith- Select this option if your GEDCOM file has names in all uppercase
and you want to convert the names to upper/lowercase.

« Smith, Al to Al Smith— Select this option if your GEDCOM file has names entered as surname, given
name, and you want to reverse them to given name, surname.

Note Additional editing may be required if you choose either of these options. If you use the case
conversion option, MCLEAN is converted to Mclean, whereas you may want it to be McLean. If the
reverse surname option is used, Smith, Al Jr. is converted to Al Jr. Smith.

Free Date Format  Select one of the four free-form date options. This converts dates in the GED-
COM file to the format selected and places them in the free-form date field of the Individual Record window.
The free-form date prints on unstructured reports such as the Genealogy Reports.



DATA FROM ANOTHER PROGRAM 179

= Import From GEDCOM Options

— MNames — Free Date Format -m
B | D Convert AL SMITH to Al Smith @ March 3, 1908
[] Convert Smith, Al to Al Smith " 3 March 1908
> 3 Mar 1908
- Tex! [_)eslinations 3 3 MAR 1908
Individual Event
{® Biographical Text @ Research Notes | [ Other
" Footnote 0 Text [ Build Footnotes
) Research Notes () Footnote [] Include Last Changed Date
[] Assume Marriage when Family [PAF)
Common options — KR Carriage Retumns from Text
[] Retain Driginal Record Mumbers
[ Add to Open Project

— Common options

= Import From ROOTS Il Options
— Names Other
| | (] Convert AL SMITH to Al Smith [ Build Footnot | LK I
[] Convert Smith, Al to Al Smith [] Include Last Changed Date ’m

[ Translate Text Formatting
[ Translate Address Labels
[ 1gnore Blank Events 13-6_M2.3

— Free Date Format

@ March 3. 1908

> 3 March 1908 [ Include "Ref" Text Files
8 g ::;1?333 [] Add to Open Project

Figure 8-6: GEDCOM and ROQOTS Il Import Options Windows

You can edit free-form dates in the Individual Record window at any time. Free-form date options
include:

« 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 It is 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.
Other

 Build Footnotes— Select this option if you want Ultimate Family Tree to automatically create the
footnote text that is to print on reports, such as the Genealogy Format Report.

Note The Build Footnote process increases the time required to convert a file, depending on the
number of footnotes in your GEDCOM or ROOTS Il database. If you do not choose to build foot-
notes, 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.
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 Include Last Changed Date- Select this option 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 window in the Indi-
vidual Record window.

« Add to Open Project- Select this option 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 button is unavailable
(dim). Cancel the options windows and open the project with which you want to merge the new
project.

Importing Unrecognized Events

Events in ROOTS lll, for which you either created your own legend (for example, identifying name) or used
the Extra event legend, transfer into Ultimate Family Tree with the charéd&&dsrectly in front of the
event name (for exampl#R3Namg Events from other genealogy programs that are not recognized by Ulti-
mate Family Tree transfer with the # character in front of the event name.

When transferred these events do not have role text or GEDCOM tags. They will not print in text
reports and will not be included in GEDCOM exports. To transform them into fully recognized and useable
event records within Ultimate Family Tree, you must first find the event and individuals connected to it.

1. From Search menu, choose Events.

= Individual Events Search

Find all individual: participating in the #R3 Church

‘wiedd event in "any place" before 01./01 /1996 Close

Places

- Possible Events

GEDCOM and ROOTS il {D P - | ‘ [ Results... |
events import like this
Dates —
[Aﬂer Before
L/ | [0170171996] -m
Use @ Selected Event | then Group I
 All Events |leplace the list with thoze found m

Figure 8-7: 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 Places check box.

Enter today’s date in the Before Date field (leave the After Date field blank).

Select the option, Replace the list with those found.

N o~ DN

Choose the Search button. The Results list opens.
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10.

11.
12.
13.

Select the first name in the list, and double-click the left mouse button or press F5 to open the Indivic
ual Record for that person.

Create a new event for that person using either an Ultimate Family Tree event type or a New Event
type you create. See “Adding Events” on page 3 and “Creating a New Event Type” on page 33.

Delete the original # event by highlighting the event name on the Individual Record and pressing the
Del (delete) key on the keyboard.

Save the record by clicking the Save button on the Toolbar or pressing F9.
Press F4 or choose the next button on the Toolbar to move to the next person in the Events Search |

Repeat Steps 1-12 for any other # event types.

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 pro-
grams.

Ultimate Family Tree provides four GEDCOM export options: Basic, ROOTS Ill, 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 connect

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.

File Hame: Directories:
| smith_ged | c:\uft\zample
o o :
== uft
= sample
+
+
ch GEDCOM Save File as Type: Drives:
oose -
from drop-down list —{GEDCOM 2] | He |£|

Figure 8-8: Save As Window
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2. Select GEDCOM from the Save As File Type drop-down list. Type the name in the File name field.
Choose OK. The Save As GEDCOM Options window opens, providing selections that determine the
format and content of Ultimate Family Tree GEDCOM files.

Check if GEDCOM
is to be submitted =
to LDS Church
! et [hedl bayes Event GEMCOH
Ancestral File .
Indisisual: 52 Arvess Fila Huadei
Export only those Eventfizsucn Ippuc
in Grouping List | — ] Lics Liat — Gl Wil —— o
% Amctator 1 Appbaabin
GED L6 F ot 7 Duccmndamt o
i Baaie [RHDE] Ancnd Husben [ ] -
r ROAOTS 1 B — [haka
L Fromiy 6.2 [5] maclvichussl
(% Ewmmt 1.8 [ Famity
-] Ewesd Options for
Other [] Phsea [~ Event GEDCOM 1.0
] Saumcn
| b=ddented 1] g

Figure 8-9: Save As GEDCOM Options Window

3. 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 Grouping
list. Check Use List under Individuals in the Grouping field to export only the individuals found in the
Grouping List.

4. Choose a GEDCOM type from the GEDCOM Format Group:

» Basic— Creates a GEDCOM file that contains information about the basic events of birth, marriage,
death and burial in addition to family links. Basic GEDCOM export is useful for sending minimal data
to programs, such as special purpose utilities used for creating genealogical charts.

* ROOTS lll— Creates a GEDCOM file similar to those created by ROOTS Ill. This GEDCOM format
uses the GEDCOM 4.1 specifications and exports events accepted by ROOTS Il

» Family 5.3— Uses the GEDCOM 5.3 specification. Use this option if you are transferring information
to another genealogy program that currently supports the GEDCOM 5.3 specification.
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 information is not exported. Media files are not included.

» Event 1.0— 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 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, Visual ROOTS
and ROOTS IV support Event GEDCOM.
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Note Photo files are created for all linked images and are located in the directory in which the GED-
COM file was saved. They normally have an extension that includes their format, such as .PCX. If
Ultimate Family Tree finds a file of the same name, it converts the extension to a number from 1 to 999,

Creating an Event GEDCOM

The Event GEDCOM group is unavailable unless you select Event 1.0 in the GEDCOM Format group.
The Event GEDCOM file can contain a dictionary of event and source types. Use Event/Source Type:
radio buttons to determine how much event/source type information is included in the file.

T

— Event GEDCOM

Do not include event and source Header
types in Event 1.0 header ———__ Event/Source Types
Mone
Include event and source types X
used in the Event 1.0 trans)llgission ———® Applicable
T AN

Include all event and source types —7
in the Ultimate Family Tree libraries Data

[ Individual

[ Family

[ Event

[ Place

Source

[ Image

Figure 8-10: GEDCOM Options Window

The Data selection options provide a way to tailor the data content of the GEDCOM file and create
special files. For example, it is possible to create a GEDCOM file containing places for New England,
or sources useful for California research before 1900.

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 name that starts with F
followed by a linking number, and an extension that shows the type of media (for example, .PCX, .TIF,
etc.). Keep these media files with the GEDCOM file.
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5.

10.

In the Destination group, choose Ancestral File, and then the Submitter button if you intend to submit

a GEDCOM file to the Family History Center of the LDS Church. This option indicates that the GED-

COM transmission is intended for submission to the LDS Church Ancestral File. If you are not creat-

ing a GEDCOM file to be submitted to the LDS Church do not check Ancestral File and skip to step 6.
An LDS submission requires these steps in order:

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.

Choose the Submitter button.

Enter the submitter name, address and phone number.

Enter any comments concerning the GEDCOM file in the Comments field.

Choose 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 Data Control

50 East North Temple

Salt Lake City, UT 84150

. 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.

Choose OK.

Enter a file name with a maximum of 8 characters in the Name field with the extension .GED.

. Change the Drive and Directory to the location you want to send the GEDCOM file, for example,

\UFT\GEDCOM.

Note Do not export GEDCOM files to floppy disks. Be sure you have sufficient disk space on the
hard drive before starting the GEDCOM export. After creating the GEDCOM file on your hard drive,
use the Windows File Manager to copy the file to a floppy disk. If the file is larger than one floppy disk
can hold, use the DOS BACKUP command (or MSBACKUP) to copy the file to multiple disks.

Choose Save to start the GEDCOM export.
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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 Multimedia Library. If it is ever necessary to restore project, library
or media files, you will have to reenter data entered since the most recent IBzatupp your data often

Backing up a Project

1. With the project open, choose Save As from the File Menu.

Path to file
File Mame: Directories:
Enter file name —|kenned_v.sqz | c:\wftisample
HpE :
= uft
= sample
& -
5 Fil Type: Drives:
Choose Backup from ave Tre as vpe fwes
drop-down list —J{Backup [#] | He: |£|

Figure 8-11: Save As Window

N

. Select Backup from the Save file as type drop-down list.

3. Enter the file name, with the extension .SQZ, for the archive you are creating in the file name field.
Remember, enter a different file name for each backup if saving the project, library, and multimedia
files separately.

4. Select the location in which the backup file is to be saved. This file can be saved to your hard disk or t
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.

5. Choose OK. The Save As Backup Options window opens.

6. Select Project to back up the project files.
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7.

9.

Back up project files —
Back up library files ——
Back up media files =

Figure 8-12: Save As Backup Options Window

Select Library to back up the library files.

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 Multimedia files are common to all projects and need only be archived once for all projects.

Select Multimedia only if you have modified the Multimedia Library. (The Multimedia files greatly
increase the size of your backup.)

Choose OK.

If you save the backup to your hard disk, use the Windows File Manager to copy the archived file to a

floppy disk to protect it. If the file is larger than one floppy disk can hold, use the DOS BACKUP command
(or MSBACKUP) to copy the file to multiple disks. Archive files have the extension .SQZ.

See your Windows and DOS manuals for further instructions on using the COPY and/or BACKUP

commands.

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.

Choose File on the menu bar.

2. Choose Open.
3.
4. Select the drive and directory where you placed the backup. If the backup is on a floppy disk, select the

Select Backup from the drop-down list.

drive that contains the floppy disk. The current directory name is displayed above the directory listing
box.

Highlight the backup file to be restored. Backups have the extension .SQZ, such as FILENAME.SQZ.

Choose 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.”

Choose Proceed. A message at the top right of the window will state, “processing compressed file.”
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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, choose Cancel
rather than Proceed.

When processing is complete, the restored project opens.

Save As Ultimate Family Tree Project

Use the Save As window to save the current project as an Ultimate Family Tree project with a new name.
This option is handy when you want to split part of the project, to create a working copy in another directory
using the same name, or to keep a working copy of the project using another name.

1.

With a project open, choose Save As from the File menu.

2. Select Ultimate Family Tree from the Save file as type drop-down list.
3.
4. Select the directory for saving the new project. Use a different project name to avoid confusion. If you

Enter a new file name for the new project, with the extension .PRO in the Name field.

are saving the project using the same file name, place the new project in a directory different from tha
occupied by the current project

Choose OK. The Save As Ultimate Family Tree Options window opens if there are individuals in the
Grouping list.

Note Use the Grouping options if you want to split part of your project into a new project. For
detailed steps on how to split a project, see “Splitting a Project” on page 188.

i Save As Ultimate Family Tree Options
— Grouping

Individuals 52
Check to split part of project nemicuats

into a new project ] Use List

Figure 8-13: Save As Familiy Gathering Options Window

. Choose OK. When the new project is created, it is the open project. The original project is closed. Thi

procedure does not change the original project file in any way.

. Choose Cancel if you want to close the Save As window and return to the current project without sav

ing changes.

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.
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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 finding 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

8.
9.

To find the individuals you want to use in a new project, follow these steps:

Choose Relationship from the Search menu.

Press F10 or click the Find button on the Toolbar 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 drop-down list.

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

Choose Search to create the Search list.

Choose Group to move the contents of the search to the Grouping list.

To create the new project, follow these steps:

1. From the File Menu, choose Save As.

2. Select Ultimate Family Tree from the Save file as type drop-down list.
3.
4

. Select the directory for saving the new project. Use a different project name to avoid confusion, other-

Enter a new file name with the extension .PRO for the new project in the Name field.

wise, you must place the new project in a directory different from that occupied by the current project.

Choose OK. The Save As Ultimate Family Tree Options window opens. The number of individuals in
the Grouping List will be displayed.

. Check Use List.
. Choose OK.

Note The new project becomes the open project, and the original project is closed. This procedure
does not change the original project file in any way. The description name you entered 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.

. Choose Cancel if you want to close the Save As window and return to the current project without sav-

ing changes.
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Note Because the Save As Ultimate Family Tree feature creates a new project, be sure you have s
ficient disk space on the 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.

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 you
have created another relationship search and/or grouping list, you will need to repeat steps you took previ-
ously to find the individuals for the new project.

1. Open the original project.

2. Choose Grouping from the Search menu.
3. Select Invert Selected.

4. Repeat the steps to create a new project.

When you complete these procedures, you will have two new projects from the original project, 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 191 for information on deleting projects.

Deleting Data

Deleting an Individual from the Project

1. To Delete an individual from the project, choose the Find button on the Toolbar 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 or press SHIFT+F9. An “Are You Sure?” message appears:
Choose OK to continue. Another message appears stating, “(this individual) and all references to hirr
her will be removed from this project. This person is linked to ## events.”

3. Choose OK to delete the individual or Cancel if you want to keep the individual.

Deleting Text

Select the text to be deleted and press the Del key on the keyboard. See page 37 for instructions on select
text.

Deleting an Event

To delete an event, select the event in the Individual Record window and press F8 or choose the numbere:
button to the left of the event field to open the Events window. Choose the Delete button below the OK anc
Cancel button on the right. The Events window closes and a message appears asking if you want to delete f
event. Choose OK.
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Another option is to select the event name, such as Birth, in the Individual Record window and press
the Del key on the keyboard. To respond to the message, “Delete existing event?” choose OK to delete that
event or Cancel if you want to keep it.

If you delete an event that is connected to another individual, for example, a marriage event, the event
is still connected to the other individual. Open the Individual Record for that other person to delete the event
or connect a new individual.

Deleting a Place from an Event

To delete a place from an event in the Individual Record window, highlight the place and press the Del
(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. In the Individual Record window, select a place field and choose the Find button.
2. Highlight the place to delete.

3. Choose the Delete button in the Places window. A message appears stating whether or not this place is
used in the current project.

4. Choose OK.

Because the Place Library is common to all projetis)otdelete 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 remove from the Source List.
3. Choose Selected in the Delete group.
4

. Choose Proceed to delete the source and footnote reference (if present) or Cancel to return to the Evi-
dence window without deleting the source.

This procedure removes the source from the Evidence window, but not from the Source Library

Delete a Source from the Source Library
1. From the View menu, choose Source List.
2. Scroll the list and highlight the source you want to delete.

3. Double-click the left mouse button or choose Source Record from the Build menu. The selected source
is displayed.

4. From the File menu, choose Delete Record.
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This procedure permanently erases a selected source from the project and library. Because the Sour

Library is common to all projectdp notdelete a source that is used in another project.

Deleting a Slide Show

1.

From the Build menu, choose Slide Show to open the Slide Show window.

2. Select the Slide Show you want to delete from the Slide Show list.
3.
4

. To delete all slide shows, choose All in the Delete Show box.

Choose the Selected button in the Delete Show box to delete the selected Slide Show.

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.”

Choose OK.

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

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 person but retain that person’s links.

1.
2.
3.

Select the name field and choose the Find button in the Individual Record window.
Select the person you want to keep.

Choose Identify. A note appears showing the name you selected as the surviving person and what tc
do.

Choose OK.
Select the individual to be merged from the Individual list.
Close the list by choosing the Close box or by pressing Escape.

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 choose OK or Cancel.

Leave the Candidate Individual list as is (do not select another name) and choose Merge to combine
the two individuals.

A message appears showing the name and record number of the individual who will be merged and tt
name and record number of the surviving individual. Choose OK or Cancel.
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9.

10.

= Candidate Individuals
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Figure 8-14: Candidate Individuals Window

If you proceed, another message appears asking if you would like to erase the individual who was
merged from the project. Choose OK or Cancel. In most cases, you choose OK.

When you finish the procedure, return to the surviving person’s Individual Record and delete any
duplicate events.

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. Delete duplicate events. Individual Evidence for the merged individual transfers to the sur-
viving individual. Choose the Individual Evidence button and press the Save/Build Footnote button to
rebuild the footnote.

Note If you started the combine feature at the main name field (not a Parent field) and then deleted
that person during the combine, a blank individual record will open. If you don’t want to create a new
record, choose Undo from the Edit menu.

Combining Places

This feature is helpful when you have entered a place more than once and you want to merge all links to one
place before removing the duplicates. To combine places, complete the following steps:

1.

N o bk~ DN

Select any place field in the Individual Record window and choose the Find button.

Select the place you want to keep.

Choose Identify. A note appears showing the name you selected as the surviving place and what to do.
Choose OK.

Select the place to be merged from the Places list.

Close the list by choosing the Close box or by pressing Escape.

Choose Merge in the Places window.
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Select the place
you want to keep

Place Ao Mubed: 5§

Figure 8-15: Candidate Places Window

8. Confirm the place names and choose OK to mé&rg&otdelete the place if it is used in other
projects.

A message appears asking if you want to erase the merged place from the Place Library. The place y
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.

Viewing Information About your Project

The Project Information window provides a summary of an open project.

1. From the File menu, choose Project Info.
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Figure 8-16: Project Info Window
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2. The following information is provided:
» 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
saved, the version number is increased by one.

« Project Title— The short name for the project.
* Program Version— The Ultimate Family Tree version number.
« Individuals— The number of individuals in the project.

« Description— A short description of the project on the Description line. This description appears on
the Title Bar when the project is active.

« Researcher— The name of the principal researcher for the project in the Researcher field. This feature
is optional. You can choose to have this name appear in the footer on printed reports.

« Researcher #- The Researcher’s record number in the Researcher # field if you want the relationship
to the husband or wife to show in Family Group Sheets. If you do not want the relationship to show,
enter O in the Researcher # field.

« Address, etc— The address and phone number of the researcher, using the Address 1 and Address 2,
City, State, Zip and Phone fields. This information can also be included in the footer on printed
reports.

« Key Families— A Read Only 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 bar on the right side of the Key Families box to see more.

« Update— 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, choose Update to get a new count of surnames 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.
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Figure 8-17: Desktop Preferences Window

Select any of the following options:

* Clock— Displays a clock in the lower-right corner of the Ultimate Family Tree window. Select ON in
the Clock field 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 projet

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
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.

* Image Quality— Sets image compression quality. JPEG compression is applied to 24-bit images
imported into Ultimate Family Tree. Compressing an image reduces the storage space required but
also reduces image quality. Experiment with the Image Quality setting to see its effect on the image. A
setting of 100 provides the highest quality and the least compression.

« Date Format— Specifies the date format in the free-form 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 entere:
modifiers will be converted to full words in the free-form date field, such as ABT to about.

Note Changes to the way dates display and print affect dates entered or changed after you've
selected a preference. Dates entered before selecting a date 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).
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» Toolbar— Controls balloon and bottom line help (visible when the mouse cursor is on an Ultimate
Family Tree Toolbar button or a Descendant Box Chart Toolbar button. However, help on the Box
Chart takes effect after you leave and return to Ultimate Family Tree. The Box Chart Toolbar is set up
when Ultimate Family Tree starts. Note that there are two menu bars, long and short, in Ultimate Fam-
ily Tree. The Toolbar is not active when the short menu bar is displayed.

« Ultimate Family Tree provides two styles for desktop display, Graphics and Windows Colors.
Use Windows Colors- Sets Ultimate Family Tree to Windows colors selected in the Windows
Control Panel.

Wallpaper— Displays a wallpaper as the Ultimate Family Tree desktop background.

The 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 Windows color mode.

When you open certain window while in the graphics mode, the message, “Picture colors may be
incorrect. Do you wish to use Windows Colors?” may appear. Choose No to ignore the message and
open the window. Choose Yes to change the desktop display to Windows Colors. Exit and then restart
Ultimate Family Tree to change to Windows colors. This message will appear if your graphics monitor
is set to 256 colors. If you monitor is set to 16 colors, the Windows Colors will be used.

2. Choose OK to close the Miscellaneous Desktop Preference window.

3. Exit and restart Ultimate Family Tree if you changed the Windows Colors or Wallpaper settings.

Modifying the Name Format

To further customize Ultimate Family Tree, you can modify names 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.

— Add To Name — Indiv. Flags — | f1]'4 I
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HarlUni
1 Inf . L
Q ma_ge e Mirlnf List of individual flags
 Indiv. Flag PbBook entered in project

— Surnames

[< Use Upper Case
[< Hide Slashes [£] w

Figure 8-18: Name Format Window
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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 word Image if an image is linked to the individual.

Indiv. Flag— The list of flags on the right side of the window that is activated when the 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).

Check Use Upper Case to display surnames in all uppercase letters.

Check Hide Slash (/) to display surnames without slash marks. Checking 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.

Project Utilities

Ultimate Family Tree offers several features to help you manage your project files. They are found under th
Project option in the Utilities menu.

Pack

Packing an 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 packir
reduces the total disk space used. Ultimate Family Tree also rebuilds all index files associated with the proje

This operation removes all unused records from
project databases. It may take a long time for a
0 large project.

BACK UP YOUR DATA FIRST.

Figure 8-19: Pack Message Window

The Pack process replaces your original project files. Make a backup copy of your project files before

starting Pack.
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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.

Note 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 207 for information on error messages.

Check Window

The Check feature tests the files in an 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.

Project Evid -
[1 Events and Event Links [] Rebuild Footnot m
[] Add Birth/Death Events eoulld Footnofe® | [ cancet |
[1 Find Duplicate Record Mumbers
[ Check Parent Links m

pair
[1 Source Links -

Figure 8-20: Check Window

2. Check any of the following options in the Project box:

« 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 found
(it may have been deleted while in a different project), the place is restored and given the name Miss-
ing Place no. nn. The nn will be replaced by the place record number. Edit the place name in the Indi-
vidual Record window to change Missing Place to the correct place name. See page 32 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 individual is N, Ultimate Family Tree
looks for a corresponding death event. If one is not found, a death event for that person is added.
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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 Duplicate Record Numbers” below.

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 ROOTS lll source type and given the name, Unknown
source nn. The nn will be replaced by the source record number. Edit the source in the Source Recol
window to change Unknown Source to 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 or ROOTS Il 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.

Choose OK to check items selected on the left side of the window and prepare a report telling you
what's wrong. Choose OK to see the list of data that will be fixed when you choose Repair or that you
can choose to edit yourself.

Choose Repair to check the data and repair if possible.

A text file named CHECK.TXT is created when either OK or Repair is chosen. This text file lists prob-

lems found and changes and repairs that have been made to a project and library. If you want to save this f
for later use, be sure to rename it before running a new Check option.

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. Select the
option to check for duplicate record numbers. Choose OK. When the Check routine is complete, a
CHECK.TXT file displays showing any duplicate records. If no duplicates are found, the file will not be dis-
played.

1.

2.

3.

To delete duplicate record numbers, follow these steps:

Press F5 or click the Edit Individual button on the Toolbar to open the Individual Record window.
Press F10 and enter the record number, for example, 150. Press Enter, and then OK.

In the Individual Record window, change to a record number not being used, for example, change
record # 150 to 10150. Press F9 to save.

Press F10, enter the record number for the duplicate, for example, 150. Press Enter and then OK.
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4. Choose Delete Record from the File menu or press Shift + F9 to delete this record.

5. Once deleted, press F10, enter the changed record number (10150), press Enter and then choose OK.
Change record number 10150 back to the original number (150). Choose Save from the File menu or
press F9 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.

Note If you have deleted or moved the GEDCOM file from the directory 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.

2. View the contents of the GEDCOM Exceptions list.

GEDCOHM_File fread only]

GEDCTS File: TV N0 T5WEED COMVEEN REDTY, GED . .
Indwidual " View previous

Last Event: Muiage / exception in the list
Ry
st

View next
Ervmptuss Hgples. 1 Emvoglien Hulr " exception in the list
Total Exceglizne: ¥ ignied ment |0
oeprrw it el a8
an mnguls date]

Activate copy of
[~ GEDCOM file for

GEDCDS T3
viewing exception

[ e 1

Figure 8-21: GEDCOM File Window

« Individual — Indicates the individual to whom the exception belongs.
« Event— Indicates the event to which the exception belongs.

» Exception Numbe+ Indicates the exception you are viewing.
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8.

« 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 words
ignored or not fully converted or unrecognized or 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 words, unrecognized or ignored, indicate 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 words ignored or not fully converted, indicate that Ultimate
Family Tree could not interpret the information correctly.

Choose the Next and Previous buttons to scroll through the Exception List in the GEDCOM Excep-
tions window.

. Choose Show to activate a copy of the original GEDCOM file and view where the exception is located

in the GEDCOM file.

Choose the Close box or press Escape to close the GEDCOM file and return to the GEDCOM Excef
tion window.

Choose Remove to remove the GEDCOM exception displayed in the Exception Note box from the
GEDCOM Exceptions list.

. Choose Remove All Like to remove the GEDCOM exception displayed in the Exception Note box and

all GEDCOM exceptions like it from the GEDCOM Exceptions list.

Choose Close to close the GEDCOM Exceptions window.

Opening an External Text File

1. To open an external text file, from the File menu, choose Open.
2. Select Text from the File Type drop-down list.

3.
4

Change to the drive and directory that contains the text file you want to open.

. Select the file, and choose Open.

Saving An Open External Text File Under a New Name

1.
2.

From the File menu, choose Save As.

Select Text from the File Type list and choose OK.
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3. Select the drive and directory in which you want to save the file.
4. In the Text File box, enter a name for the file with a .TXT extension.
5. Choose OK.

Exiting Ultimate Family Tree

You can exit Ultimate Family Tree two ways:
* Press Alt + F4 to cancel Ultimate Family Tree and quickly returns you to the Windows desktop.
* From the File menu, choose Exit, or choose the Close box.

Note It is not necessary to close a project before exiting Ultimate Family Tree. If you close 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 12 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 23 for more information.

Installation Troubleshooting

If the installation takes more than a few minutes, the directory specified by the TEMP environment variable
may be full of files. The Ultimate Family Tree install program stores temporary files in the directory speci-
fied by the TEMP environment variable. To determine whether your computer has a directory designated fo
temporary files, typ8ETat the DOS prompt, and check the text that is displayed for the TEMP variable. For
example, TEMP=C:\TEMP.

Check for the directory specified by the TEMP environment variable. If it does not exist, create it. If it
does exist, check the contents of the directory, and delete all temporary files with the extension .TMP. To
avoid deleting temporary files that are in use, quit all applications, including Windows, before deleting the
files. If the TEMP directory is C:\DOS, edit the AUTOEXEC.BAT file and change the TEMP variable to
point to another directory, such as C:\TEMP or C:\WINDOWS\TEMP. If you specify a directory that does
not exist, create it.

Consult your Windows and MS-DOS manuals for more information on deleting files, creating directo-
ries, and editing the AUTOEXEC.BAT file.

203
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Frequently Asked Questions

How can | make Ultimate Family Tree run more quickly?

Ultimate Family Tree stores and displays the facts in your family history with sophisticated database
software that requires considerable computing power. Depending on your machine, you may want to tune
Ultimate Family Tree and your system to increase the program'’s speed.

A number of techniques to accomplish this are listed below. Some are easy; others are best done by
someone with experience in configuring computer systems. The only way to find out which ones may be
effective on your computer system is to try the ones you are comfortable with, and see what helps.

Caution Before changing your system’s configuration, be sure to note the original configuration so
that you can restore it if necessary. Save copies of any configuration files you edit.

» Configure Ultimate Family Tree to use the standard Windows colors in the screen display. Depending on
your video card and driver, this may speed the program up considerably. See page 196 for instructions.

« Configure your video driver to use fewer colors. If your video driver is set to a 16-bit (65536 colors) or
32-bit (16.7 million colors) mode, you will speed the program up by switching to 256 colors.

« Do not use disk compression software. Use of programs such as Doublespace or Stacker can slow your
system down.

* Your system’s hardware speed affects the performance of Ultimate Family Tree. All other things being
equal, a system with more memory, or a faster hard drive and video card, will perform faster. You can
also speed your hard drive up by unfragmenting it periodically, using the DEFRAG command in
DOS 6, the Defrag tool in Windows 95, or a utility such as Norton’s SpeedDisk.

The remaining techniques are useful for Windows 3.x only, and do not apply to Windows 95:

« Use a disk caching program such as SMARTDRV or a third-party program. This program will be spec-
ified in your CONFIG.SYS file. Also, if your system has less than 16 megabytes of RAM, do not use a
cache size of more than 512K.

« Configure Windows 3.x to use 32 bit disk access. In the Windows 3.x Control Panel, select Enhanced,
click on Virtual Memory, then Change. Select the Use 32 Bit Disk Access and File Access check
boxes.



FREQUENTLY ASKED QUESTIONS 205

Can | merge a Visual ROOTS or ROOTS IV project with an Ultimate Family Tree project?

Although Ultimate Family Tree, Visual ROOTS, and ROOTS IV projects use the same basic file struc-
ture, you can’'t merge a Visual ROOTS or ROOTS IV project into an Ultimate Family Tree project unless the
two projects are using the same library files. When you attempt to merge a Visual ROOTS or ROOTS IV
project into an Ultimate Family Tree project, Ultimate Family Tree checks to make sure both projects are
using the same library files. If they are not, the merge feature is disabled and you must use GEDCOM to
merge the two projects. Print a Project Summary report for each project. In the file list, look for files that are
being used for both projects.

Can | Open a Visual ROOTS or ROOTS IV Project in Ultimate Family Tree?

Yes. From the File menu choose Open. Select Ultimate Family Tree, Visual ROOTS, or ROOTS IV
Project from the drop-down list. Change to the drive and directory that contains the Visual ROOTS or
ROOTS IV project you want to open. See “Using Visual ROOTS, ROOTS 1V, and Ultimate Family Tree
Together” on page 219.

How do | split my project?
See page 188.

Why can’t | change the fonts for some reports?

Ultimate Family Tree automatically determines the font size and style in some structured reports suct
as Lists and the Box style Calendar. The font style can be changed in Pedigree reports, but the font size is
fixed. If you wish to use a different font style or size, print the report to a file and use a word processor to edi
and print the report.

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, press F8 on an event or choose the nul
bered 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 25.

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 one of the parent fields. 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, from the Utilities menu, choose Desk-
top Preferences, and then Miscellaneous. In the Messages group, select Critical. Choose OK to close the
Desktop Preferences window.

How do | turn off graphics and wallpaper?

Ultimate Family Tree runs faster without the default graphics and wallpaper. To turn them off, from
the Utilities menu choose Desktop Preference and then Miscellaneous. Select Use Windows Colors and
Wallpaper, None.

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.
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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.
Ultimate Family Tree maintains libraries for places, sources and source types, event and role types, and mi
timedia. 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 multime
dia 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
Ultimate Family Tree, be sure to back up your library and multimedia 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” on page 187 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 6.

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” on page 187 for steps to create a
duplicate project. When you are certain the project has been fixed, you can delete the original project. If cr
ating 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 6 for instructions.

Error 43: Insufficient memory
Refer to your Windows manual for information on freeing additional memory.
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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 you
save a project or file to another drive or floppy disk, make sure the disk has sufficient space. This error can
also occur if you have duplicate record numbers or an individual is linked as his or her own ancestor. Check
for duplicate record numbers using the Check routine found in the Utilities, Project menus. Check your data
for incorrect links.

Error 202: Invalid path or file name

Make sure the name in the File Name field is a valid DOS file name. The name must be eight charac-
ters or less, no asterisk (*) or slash (/) characters. See your DOS manual for more information on valid file
names. Ultimate Family Tree adds the extension for the file type being created.

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” on page 187 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
6 for more information.

General Protection Faults

A GP fault signifies that something unexpected has happened in the Windows environment, usually an
improper memory access. In other words, something running in the Windows environment is trying to access
memory in a location that it did not have access to. All memory management in Windows is handled by Win-
dows. When applications and Windows components directly access memory, the result is often a GP fault.

Certain video cards may cause a conflict. Set your monitor to Standard VGA in the Windows Setup to
temporarily resolve the conflict. Contact the video card manufacturer for a new driver. For a list of video
cards, screen savers and third party desktops that have been identified as causing possible conflicts, see Trou-
bleshooting in the online help.

Event Type not found

The event type you selected from the event list is not in the library. This is usually caused when you
use a ROOTS IV library in which the event type has been deleted. It also occurs when you start a project
using a library different from the one used when a new event type was defined. If you wish to use this event
type, create a new one by choosing New, and give the new event type a distinctive name.



TROUBLESHOOTING 209

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.

Error creating OLE object
The file you are attempting to add to the Multimedia Library is not a valid OLE file.

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,
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 an Library files. See “Backing up a Project” on page
185. Choose Project from the Utilities menu, and then Check. Select all options in the Project group and the
choose Repair. Any places used in the current project that are missing from the library are restored. The ne
place is given the name, Missing Place no. nn. The nn represents a place humber. To change this place na
to the correct name, return to the Individual Record window that contained the missing place. Tab to the
place field, Missing Place non, and overwrite Missing Place with the correct place name for that event.
Press F9 to save it. A message appears stating that the place was Missing Place no. nn and is now the na
that you just typed. Choose 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 6.

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.

Computer locks when leaving Windows

Some OLE servers (such as Windows Media Player) interfere with Ultimate Family Tree. This causes
Windows to lock (freeze) when exiting, requiring that you use Ctrl-Alt-Del to reset your system. Using
Object Packager to link OLE objects prevents this problem. See page 155 for information on using Object
Packager.
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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.

Individual, Marriage or Place Lists contain strange characters

Ultimate Family Tree uses the Arial font in View lists. If the Arial font is not installed in Windows,
strange characters can appear in View lists. Use the Windows Control Panel to install the Arial font. See your
Windows manual for further help. Other fonts used by Ultimate Family Tree windows are Sans Serif, Cou-
rier New and Times New Roman.

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.

Event details are displayed twice when viewing an Individual Summary

This is normal. 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. For this reason, you can view the more extensive event information that can be entered into ROOTS IV
and then accessed in Ultimate Family Tree. What you see as a duplicate detail on the computer screen will
not print in your report.

The windows are non-proportional, out-of-sync, or words overlap

Ultimate Family Tree uses the Arial, Sans Serif, and Courier New fonts in various windows and lists.
If these fonts are not installed in Windows, strange characters and distortion can occur. Use the Windows
Control Panel to install the missing font. See the Windows manual for further help.

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 number
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 Win-
dows Colors option. See page 196 for more information.
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Media Troubleshooting

Problem with a server program or media device

If you run into problems with any server, sound card, or scanner, make sure you are using the latest
version of the software and drivers. Contact the manufacturer for advice and information.

Error creating OLE

The file you selected to add is not an OLE file. Copy it to the clipboard and paste it into the OLE win-
dow.

Image Edit window appears inactive when adding narrative

If you minimize rather than close Sound Recorder (or click the mouse anywhere on the desktop), the
Image Edit window will not be active. Press Escape to close Sound Recorder and activate the Image Edit
window.

Link to OLE server not found appears when you try to play an OLE file

The file you selected is not on the hard drive or the file has been moved from the directory in which it
originally was found when linked to the Ultimate Family Tree Multimedia library. This message will also
appear if the OLE file has been converted to static.

Slide Show Troubleshooting

The server is activated during a slide show
Convert the slide to static (break its link with its server). See “Editing an OLE File” on page 158.

MIDI file will not play during slide show

Use digitized images for the slide show without narratives. Turn off sound effects when playing the
show. To test whether your MIDI server can play while another server is active, start the MIDI slide from the
Multimedia window. After it starts, play a digitized image that has a narrative. If the music stops, it's because
two servers cannot be active at one time. See “Slide Shows and OLE” on page 170.

This device is being used by another application when viewing a Slide Show

This message appears when no sound board is installed. Uncheck the Sound Effects option in the Slic
Show window.

First slide flashes before each slide
Preview and Play Slide Shows flash the first image before displaying the next image. This is hormal.
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Printing Errors

If you have trouble printing reports or report formatting, be sure you have the latest printer driver installed
for your printer. Contact the manufacturer of your printer for the latest driver. Consult the Windows manual
for instructions on installing printer drivers.

Cannot print an index

Before printing an index, the index must be collected using the Print window. You must enter a chapter
title for reports before the Collect Index option is available. See page 118.

The indexing starts on the wrong page number

Collect the index immediately before printing the report. Check the starting page number for the report
to be indexed in the Print window before collecting the index. If the index has been collected properly and
the starting page number for the report is still incorrect in the index, make sure you are using the latest ver-
sion of the printer driver used to collect the index.

The index is slightly off

Because of differences in the way printers process fonts and movement commands, the index can
accumulate error. To review and correct the index before printing, choose Edit on the Index Report window.
See page 1109.

Window says, “Now exporting” when I'm collecting an index

The index is printed to a file during the collection process. It is stored in the Index report window
where it can be viewed or printed using your default printer.

The Image, Endnotes, Index, and Calendar Report menu selections are dim

If you chose the Print to Rich Text Format (RTF) file option in the Print Setup window, these reports
cannot be sent to an RTF file. Choose a printer instead.

The Index and/or End Notes print options are dim

Make sure you have printed a report with Include Index selected and you have built footnotes. If the
End Notes report option is dim, a report which includes footnotes has not yet been printed. See “Creating
Footnotes” on page 44.

The report Use Grouping options are dim
No individuals have been found in the Grouping list. See “Grouping” on page 78.

Box Chart printing problems

If you experience problems when trying to print a large box chart (over 50 pages), check the About
Help topic in the Ultimate Family Tree Help menu (Press F1). The percentage of system resources available
is shown. To print a large chart, this figure may need to be at least 70-75%. Consult your Windows manual
for information on freeing additional memory.
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Before printing a large report, be aware of the amount of available space on your hard drive. During
the printing process, special temporary files are created (spooler files), which can consume a considerable
amount of hard drive space. A 200-page report will use approximately 9MB. Once the printing is completed,
these files are automatically deleted.

Data is Cut Off in Structured Reports
The font size is too large. Use Page Setup in Ultimate Family Tree File menu to reduce the font size.

Duplicate Chapter title found

Another report has been printed using the same chapter title entered for the current report. If a chapt
title has not been entered, another report without a chapter title was previously printed. If you proceed, all
footnotes for the previous report with the same chapter title will be overwritten with the footnotes for the
current report. Choose the Reset buttons in the Print window to clear all previous chapters, footnotes, and
indexes.

Footnotes do not appear at the bottom of a Family Group Sheet

Make sure you have checked the Footnotes check box in the Family Group Report window and that
you have built the footnotes. See “Creating Footnotes” on page 44.

<FROOTS> or <F font name> appears in printed reports or print preview

Ultimate Family Tree cannot find the ROOTS or font name font. The ROOTS font is supplied with Ulti-
mate Family Tree. If you have just installed Ultimate Family Tree, be sure to restart Windows so Windows will
recognize and use this font. Make sure that font is installed by checking the font list using the Windows Contro
Panel. Reinstall the font if necessary. See your Windows manual for information on installing fonts.

Place names are shortened or abbreviated in reports

Some structured reports, such as the Pedigree Chart, are designed with a 30-character limit to place
names. Ultimate Family Tree shortens these names, if required.

Print Preview is dim
The Report window is closed or the report is set (in the Print Setup window) to print to a file.

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.

Portrait and Gallery reports will not print

Make sure the Ready indicator is on next to each image position. Although you do not need to edit the
image, you must choose Edit and Crop for each image to turn on the ready indicator before attempting to
print the report.
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Appendix B:

Using ROOTS, and Ultimate
Family Tree Together

Even though Ultimate Family Tree and ROOTS share the same databases and underlying design, they are
not the same program. ROOTS IV and ROOTS V provide more control and flexibility for storing and manip-
ulating genealogical data. Some data from a ROOTS IV or ROOTS V project is hidden when the project is
opened by Ultimate Family Tree. Most hidden data can be viewed in the Individual Summary and included
in printed reports but it cannot be edited in Ultimate Family Tree. To modify this hidden data, open the
project from ROOTS IV or ROOTS V and make any appropriate changes.

ROOTS IV and ROOTS V data that cannot be edited in Ultimate Family Tree includes:

 Links connecting individuals to events other than through principal roles
e Sure levels

« Evidence except for the overall event and individuals

* Most event details

« Event flags

* Place levels

* Source details
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It is important to note that no data is lost when opening a project from any of these five programs. All
data entered in Ultimate Family Tree can be edited in ROOTS IV, ROOTS V, Visual ROOTS, and Family
Gathering (except for multimedia data in ROOTS V) even though the reverse is not true.

If ROOTS IV, ROOTSV, Visual ROOTS, Family Gathering, and Ultimate Family Tree are installed on
your hard disk, projects can be opened and used by all five programs. The following sections provide guide-
lines for the coordinated use of the three programs.

Using ROOTS and Ultimate Family Tree Together

Installing Ultimate Family Tree When ROOTS
or Family Gathering Is Already Installed

The Visual ROOTS and ROOTS 1V installation programs usually install ROOTS IV in the ROOTS4 subdi-
rectory and Visual ROOTS in the VROOTS subdirectory. Family Gathering is usually installed in the FG
directory. ROOTS V is normally installed in the ROOTS5 directory. Do not install Ultimate Family Tree and
ROOQOTS IV in the same subdirectory because important control files will be overwritten. Ultimate Family
Tree can be installed in the same directory as Visual ROOTS or Family Gathering. If you install Ultimate
Family Tree in the same directory as Visual ROOTS or Family Gathering, it will update that program and
delete the VROOTS.EXE or FAMGATH.EXE file. Since Visual ROOTS or Family Gathering has been
removed, be sure to delete your Visual ROOTS or Family Gathering icon. In Windowsl8ct the icon

and choose Delete from the Program Manager File menu. In Windows 95, drag the icon to the Recycle Bin.

Managing Libraries when Using Ultimate Family Tree,
Family Gathering and ROOTS

Genealogical data is stored in an Ultimate Family Tree, Family Gathering, or ROOTS project. The project con-
trol file (extension .PRO) keeps track of the files used by the project. The files managed by the project control
file include those containing data unique to the project, such as hames and family links, and those containing
data shared with other projects, such as places and sources. The latter files are referred to as library files.

Under normal operation, new projects opened by Ultimate Family Tree, Family Gathering, or ROOTS
use the library files associated with their respective program. If you open a new project with ROOTS 1V,
ROOTSV, Visual ROOTS or Family Gathering, and then open a second new project with Ultimate Family
Tree, the two projects will have different library files. Once a project is created, you can’t convert its library
files to another set unless you export the project via GEDCOM and then import it into another project that
has the desired library files.

Maintaining a single set of library files when using ROOTS, Family Gathering, and Ultimate Family
Tree together has the following advantages:

« Data Consistency— Items such as event definitions, GEDCOM tags, event sentences used in reports,
locations, and source data are identical for all projects.

» Merge Flexibility— Library files must be identical to merge two projects.

» Storage Efficiency— Multiple libraries can consume considerable disk space.
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Using ROOTS IV Library Files
in new Ultimate Family Tree projects

Ultimate Family Tree and ROOTS IV have separate library files but you can use the ROOTS IV library files
with Ultimate Family Tree, if you wish.

The following procedure uses a ROOTS IV library. To use your ROOTS IV library files in a new Ulti-
mate Family Tree project:

1. Choose New from the Ultimate Family Tree File Menu.

2. Choose ROOTS IV in the New File window. The ROOTS IV library files are located in the
ROOTS4\LIBRARY subdirectory

Note To import a GEDCOM or a ROOTS lll file using the ROOTS IV library files, open the GED-
COM file and import with ROOTS IV. Then, open the project from Ultimate Family Tree.

Opening a ROOTS or Family Gathering Project
from Ultimate Family Tree

From the File menu, choose Open. Change to the directory that contains your project. Note that existing
projects can be opened by choosing Ultimate Family Tree, Family Gathering, Visual ROOTS, or ROOTS IV.
The first time you open a ROOTS IV project in Ultimate Family Tree, the project is updated to include several
fields required by Ultimate Family Tree. This one-time procedure can take a long time depending on the size «
your file.

Before a ROOTS IV project can be opened in Ultimate Family Tree, you must open it at least once
using Version 1.1 of ROOTS IV.

Opening an Ultimate Family Tree Project from
ROOTS or Family Gathering

Ultimate Family Tree projects can be opened from ROOTS or Family Gathering. Choose Open from the File
Menu, and then choose Family Gathering, ROOTS IV, or Visual ROOTS.

Warning While in ROOTS IV, do not merge an Ultimate Family Tree project with a ROOTS IV
project unless they use the same library files. To see what library files are being used by a project, prir
a File List from the Project Summary Report window while you are in the project. Check the path and
file names of the library files. The ROOTS IV library files are usually in the ROOTS4\LIBRARY
directory and named X_??BOOK.*. The Ultimate Family Tree library files are named V_??BOOK.*.
Ultimate Family Tree has safety checks to ensure that two projects using different library files cannot
be merged. ROOTS IV Versions 1.0 and 1.1 do not have these checks. ROOTS IV Version 1.2 and late
include the safety checks.
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Restoring a ROOTS or Family Gathering
Archive Project from Ultimate Family Tree

If your ROOTS IV backup files have the extension .ZIP, use PKUNZIP to restore the files from DOS. Visual
ROQOTS, ROOTS IV Version 1.2, Family Gathering, and Ultimate Family Tree backup files have a .SQZ
extension. You can restore .SQZ backup files from Family Gathering, Ultimate Family Tree, Visual ROOTS,
or ROOTS IV Version 1.2. See page 186 for steps on restoring backup (SQZ) files.

Events and Roles

ROOTS IV and ROOTS V can link an unlimited number of individuals to events through roles. A marriage
event might have the bride, groom, best man, maid of honor, and minister linked as participants. Ultimate
Family Tree provides linking for only the principal role players (for example, the bride and groom in a mar-
riage). Before opening a ROOTS IV or ROOTS V project from Ultimate Family Tree, mark at least one prin-
cipal for each event. When accessed from Ultimate Family Tree, those ROOTS IV and ROOTS V events
without a designated principal role are hidden (not displayed).

If an event from ROOTS IV or ROOTS V does not appear in Ultimate Family Tree, make sure at least
one principal is marked in ROOTS IV for that event. The event will then be included in that individual's
event list in Ultimate Family Tree. If you have marked all roles as principal in ROOTS IV or ROOTSV, the
event will be included in all participants’ Individual Records in Ultimate Family Tree. Select the event and
view the bottom line help to see what role the individual plays in that event. See “Searching for Non-Princi-
pal Events in ROOTS IV” in the online Help.

You can create new event types in all five programs, but in Visual ROOTS, Family Gathering, and Ulti-
mate Family Tree, just one principal role player is assigned. You can assign additional roles in ROOTS IV
and ROOTS V. Events are included in the Ultimate Family Tree event list if the individual is marked as a
principal for that event in ROOTS IV.

Principals for user-defined event types added in ROOTS IV and ROOTS V appear in Individual
Records in Ultimate Family Tree, but the events are not included in the Ultimate Family Tree Add Events
list. Event types added in Ultimate Family Tree are included in all ROOTS IV and ROOTS V event lists.
Event types that have been deleted from a ROOTS IV or ROOTS V library used in a project are not available
in Ultimate Family Tree.

Ultimate Family Tree does not require a birth event. If you delete a birth event in Ultimate Family Tree
and attempt to view that birth in ROOTS IV, an Undefined Event will appear. To restore birth events that
have been deleted, run Check and Repair in either Ultimate Family Tree or ROOTS IV. See page 198.

Note Some role names were changed in Ultimate Family Tree to accommodate single role events.

Event Details

ROOTS IV and ROOTS V provide two detail fields per event. Ultimate Family Tree provides one detail field
for the following events:

Event Detail

burial cemetery

graduation and education events institution or school
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Event Detail

resides street address

resided street address

employment occupation

emigration point of origin

immigration destination

baptism religion

LDS events temple code
Places

The ROOTS IV and ROOTS V Place Edit window accepts comprehensive information about places. Ulti-
mate Family Tree places (up to 60 characters) are entered in the Event Place field of the Individual Recorc
window or in the Events window accessed by choosing the numbered button to the left of the event name.
Ultimate Family Tree creates the short place in ROOTS IV and ROOTS V terminology. If you wish to add
additional information about places, open the project in ROOTS IV or ROOTS V and use the Place Edit window

GEDCOM and ROOTS Il Import

Except for differences in options, Ultimate Family Tree, Family Gathering, and ROOTS projects created by
importing a GEDCOM or ROOTS lll file will have identical data when they use the same library files. Some
imported data will be hidden in Ultimate Family Tree. In other words, it doesn’'t matter whether you import
data into Ultimate Family Tree, Family Gathering, Visual ROOTS, ROOTS IV, or ROOTS V, except for
options you have chosen. If you want to use the Family Gathering or ROOTS library files, be sure to impor
using that program.

GEDCOM Export

Except for additional export options provided in ROOTS IV and ROOTS V, GEDCOM files created by either
program will be identical.

Multimedia

ROOTS IV does not support audio recordings, OLE, or slide shows. Digitized images stored by either pro-
gram are compatible. Audio and OLE data stored by Ultimate Family Tree is hidden in ROOTS IV.

Note In Ultimate Family Tree, if you open a ROOTS IV project where the Image Library has not
been accessed, the Open Dialog box will ask for the location of the Image Library. Access the Image
Library in Ultimate Family Tree to make full use of the multimedia features available in Ultimate
Family Tree. In the Open Dialog box, change to the UFT\IMAGES directory, select
V_PHBOOK.DBF, and choose Open. If you prefer to access the Image Library in ROOTS IV, change
to the ROOTSAIMAGES directory, select X_PHBOOK.DBF, and choose Open.
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Source Types

Source type editing is not supported in Ultimate Family Tree. However, changes and additions made to
source types in ROOTS IV and ROOTS V are accepted by Ultimate Family Tree.

Citations and Sure Levels

Sure levels from ROOTS IV and ROOTS V or imported from a GEDCOM or ROOTS llI file are hidden by
Ultimate Family Tree. New citations added in Ultimate Family Tree are assigned a sure level of 1. Citations
added to Ultimate Family Tree events are the same as the those in the ROOTS IV and ROOTS V overall
event citation field. Citations created in ROOTS IV and ROOTS V that are hidden in Ultimate Family Tree
are included in Ultimate Family Tree reports.

Free-Form Text Indexing, Footnotes, and Citations

Ultimate Family Tree does not directly support index and footnote entry in free-form text. Citations are not
supported in Ultimate Family Tree free-form text, although citations created using ROOTS IV and
ROOTS V are used and processed.

Notes for ROOTS Il Users

Converting ROOTS Il Text Files

ROOTS Il text files are converted to Ultimate Family Tree text files as follows. In the followingjlr&tp-
resents the first two letters of the ROOTS Il basefile namammanrepresents the record number of the
individual to whom the text is attached.

« bbRnnnnn. TXF Converts as biography text in the Individual Text window of the Individual Record.
If you also have a #E.TXT file, this file is appended to it. Files of this type print as text in the Geneal-
ogy reports.

* bbRnnnnn.SRE- Converts as footnote text in the Individual Text window of the Individual Record.
Files of this type print as footnotes in the Genealogy reports and as text on the Family Group Sheets.

¢ bbEnnnnn. TXT Converts as biography text in the Individual Text window of the Individual Record.
Files of this type print as text in the Genealogy reports.

* bbFnnnnn. TXT— Converts as research notes in the Individual Text window of the Individual Record.
Files of this type print as text in the Family Group Sheets.

« [ref]. TXT — Converts as biography text in the Individual Text window of the Individual Record. If you
also have a #R.TXT file, this file is appended to it. Files of this type print as text in the Genealogy
reports. [ref] is the contents of the ROOTS Il Individual Edit reference field. It is used primarily in
ROOQOTS Il to link text files.
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 [ref. SRC— Converts as footnote text in the Individual Text window of the Individual Record. Files of
this type print as footnotes in the Genealogy reports and as text on Family Group Sheets. If you also
have a #F. TXT file, this file is appended to it.

Converting Footnotes from ROOTS Il to Ultimate Family Tree

Major Footnotes in ROOTS Il are converted into the Ultimate Family Tree Source Library using the
ROOQOTS lll source type. If there is an #R.SRC file attached to a Major Footnote, it is placed in the ROOTS lli
source type note field in Ultimate Family Tree.

Text on the Detail and Record footnote lines of each record in ROOTS Il is converted to Free Notes in
the Evidence window.

The Major Footnote is listed in the Source List by the Abbreviation 1 name, and the text is listed as a
Free Note. Any text preceding or following a Major Footnote becomes a separate Free Note. If you have twi
Major Footnotes with text attached, two Free Notes are created. If you did not use the Abbreviation field in
the ROOTS lll Major Footnote, Ultimate Family Tree enf@Bsimport #nnnnnnnim the Abbreviation 1
field instead. Use the Source Record window to reff&ienport #nnnnnnnwith a unique abbreviation for
the source.

What to Check After Converting a ROOTS Ill .EDB File

1. To take advantage of the longer name fields available in Ultimate Family Tree, or add aliases or reli-
gious names, press F2 to open the Individual List and double-click the left mouse button on any name
that you'd like to edit. The Individual Record for that individual opens. Enter long names, common
names, aliases, and religious names in the Miscellaneous window (choose the More button, and ther
Miscellaneous).

2. Edit place names that appear next to events on the Individual Record to remove any unnecessary co
mas that ROOTS Il may have required. Edit places from the Place field on the Individual Record or
Events window. See “Did You Know?” on page 23 and “Combining Places” on page 192 for more
information.

3. Choose View, and then Source List to check for ROOTS IlI type sources and those that did not have a
abbreviation in ROOTS lll. Those without abbreviations are shovi®Basport #nnnnnnnim the
Abbreviation field. Edit the sources to take advantage of the source templates provided in Ultimate
Family Tree. Double-click the left mouse button on the name of any source you'd like to edit to open
the Source Record window for that source.

4. Review any text in the Ultimate Family Tree text windows and edit, move, or format if needed.
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Where to Find ROOTS Il Data in Ultimate Family Tree

ROOTS 1l Ultimate Family Tree

Individual Record Individual Record

Record Number Record Number

Name Name

Sex Sex

Parent Code N/A

Birth Code Birth, Miscellaneous window
Ancestor Interest Ancestor Interest, Miscellaneous window
Descendant Interest Descendant Interest, Miscellaneous window
Occupation Employment event

Events (lines 1-6)* Appear as separate events

Event Date Event Date field

Event Sure Level Hidden**

Event Place Event Place field

Event Detail Footnote Event Evidence window

Flags Flags, Miscellaneous window

Father's Name Father field

Mother’'s Name Mother field

Revision Date Last Edit Date, Miscellaneous window
Record Footnote Individual Evidence window

#R.TXT Files Individual Text, Biography

#R.SRC File sIndividual Text, Footnote

#ETXT Files Individual Text, Research

@.TXT Files Individual Text, Biography

@.SRC Files Individual Text, Footnote

Marriage Record Individual Record

Record Number N/A

Husband’s Name Spouse, Marriage event

Wife’'s Name Spouse, Marriage event

Event Type* Events
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ROOTS 1l Ultimate Family Tree
Event Date Event Date

Event Sure Level N/A

Event Place Event Place

Event Detail Footnote
Record Footnote
Revision Date
Marriage Flags
Major Footnotes
Record Number
Title

Reference

Library Call Number
Abbreviation
Publisher Info
Author

Repository

Event Evidence window
Event Evidence window
N/A

Hidden

ROOQOTS Il Type Source
N/A

Title component
Reference component
Call number component
Abbreviation 1 field
Publisher component
Author component

Repository component

* User defined events transfer with #R3 before the event name. These events should be deleted and reentered using Ulti-
mate Family Tree events (or a new event type you create) before they will print or export via GEDCOM. See “Importing

Unrecognized Events” on page 180.
** Hidden means converted by Ultimate Family Tree and present in the project but not used by Ultimate Family Tree.
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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
PURCHASER 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 only. All
rights not expressly granted are reserved by Palladium Interactive or its suppliers. You must treat the Program andessoicitstend any elements
thereof like any other copyrighted material (e.g., a book or musical recording). This Agreement is governed by the listantaleslaws of the State of
California.

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 opt{ehtegther
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. tdthié/armainty 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, duplicatitosuve dig¢he
Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of The Rights in Technical Data and Com@uecl8ofte at DFARS
252.227-7013 or subparagraphs (c)(1) and (2) of the Commercial Computer Software-Restricted Rights at 48 CF 52.227eh8]as HpplContractor/
Manufacturer is Palladium Interactive, Inc., 900 Larkspur Landing Circle, Suite 295, Larkspur, CA 94939.

SAVE THIS LICENSE FOR FUTURE REFERENCE
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Appendix C:

UFT Supplement: Version 1.1

Introduction

Ultimate Family Tree Version 1.1 contains exciting new features to assist you in presenting the information
you have gathered on your family. The new features include:

Ultimate Family Tree Editor (FGE)}- Use this powerful new What-You-See-Is-What-You-Get
(WYSIWYG) word processing program for Ultimate Family Tree charts and reports.

Images in reports— Include preferred images in Family Journal reports sent to FGE or another word
processing program to produce beautiful books complete with pictures.

Direct access to your word processer Start FGE or your favorite word processing program directly
from Ultimate Family Tree.

Instant Web Page Box Chart Create multigeneration Descendant Box Charts for the World Wide
Web, including an Indented Descendant Chart, a Family Tree style Box Chart, and an index.

Multiple Web page capability- Publish multiple Web pages on Palladium Interactive’s Ultimate
Family Tree web site.

Web page privacy— Protect the privacy of living family members included in your Instant Web pages
with this new option.

This manual is a supplement to thktimate Family Tree User’s Guidét contains detailed informa-

tion about the new features in Ultimate Family Tree Version 1.1.
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Ultimate Family Tree Editor

Ultimate Family Tree Editor (FGE) is a powerful Windows word processor for many reports created with
Ultimate Family Tree. In WYSIWIG format, reports such as the Family Journal can be viewed, edited,
enhanced, and printed with FGE. FGE also preserves end notes and individual index information from Ulti-
mate Family Tree, automatically creating separate sections for each.

FGE can be used directly from Ultimate Family Tree, or it can be used as a stand-alone word process-
ing program. The reports created in Ultimate Family Tree can be saved for later editing and printing. Several
reports can be merged into a single document to create a comprehensive family history book complete with
table of contents, end notes, and index.

Note FGE, the internal Ultimate Family Tree report writer, or an external word processing program,
can all be used to create and print reports. While the internal report writer creates excellent reports,
FGE permits you to edit and modify your work before printing. It also provides a way to add and posi-
tion images and OLE objects. Menu selections for reports that cannot be edited with FGE or an exter-
nal word processor are dimmed.

Features

FGE provides many of the functions of a full-featured word processing program. Documents created by the
editor are automatically saved in Rich Text Format (RTF) which can be exported to most popular word pro-
cessing programs for further editing. The features of FGE include the following:

« Character formatting and styles- The editor allows for multiple fonts and point sizes within a docu-
ment. Character styles include bold, underline, and italic.

« Paragraph formatting— Paragraphs can be left, right, or center justified. Hanging indents and double
spacing are additional options.

« Tab support— Left, right, center, and decimal tab positions are available.

« Embedded pictures- Pictures can be imported from a disk file or from the Windows clipboard. The
editor supports the standard Windows bitmap (BMP) and clip art (WMF) formats. Drag-and-drop can
also be used to move BMP images into a document.

« Cut and Paste— Cut and Paste to the Windows clipboard is supported to and from other applications.
Text formatting is preserved when you move text to or from another word processing application via
the clipboard.

 Editing — Editing options include text selection, editing, formatting, and search and replace.

« Multiple documents— A number of documents can be open simultaneously in FGE. The document
windows can be tiled or cascaded.

« Footnotes— Footnotes can be added and edited. Footnotes are numbered sequentially and appear at
the end of the document as end notes.
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* Index— Index entries for individuals can be added and edited. A two-column index appears at the enc
of the document after the end notes.

« Headers and footers- Headers and footers can be added and edited. Page numbering is automatic.

Desktop Overview

This overview will introduce you to FGE’s user interface.

= wla
- EIIt E_ﬂ Wiew  Jaktdl  Formed  Teesds :ﬁﬁllhl (12 ) [

-EIIEEJEIIJ [ LE L[]k

Bl (2 (WS 5 EER|R

R R Ao i Ao i PR PR
- - - - - - - 4

H-
[

Py Fgi Ln 1 Coll ING

Figure 1: Family Gathering Editor Desktop

Menu Bar — The Menu Bar contains a list of menu options extending across the top of the main FGE
window. It provides easy access to all aspects of FGE.

To view a menu, click once on its name. The menu appears under the name. You can also use key-
strokes to display menus using one of two techniques:

« Press the Alt key followed by the underlined letter in the menu name.

» Press the Alt key to activate the menu bar and then use the right or left arrow keys to move across thi
bar to the name you want. Press the down arrow key to open the menu.

Toolbars — The toolbars contain icons representing the tools available in FGE. From the View menu,
check Toolbar to view the main toolbar. You can also check Font Toolbar to view that selection.

Status Bar— FGE uses the status bar, located at the bottom of the FGE window, to display messages
information prompts and status information. For example, a short message in the status bar explains the p
pose of the menu name or command you have selected. To activate the Status Bar, check its name in the
View menu.

The following list shows sample information that can appear in the status bar as you are working on ¢
document:

« Pgl Page 1 of the document is currently displayed.

e« Ln15 The cursor lies in the fifteenth line of the current page.
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e Col 29 There are 29 characters between the cursor and the left margin.
* INS Characters typed will be inserted.
« OVR Characters typed will overwrite existing characters.

Ruler — You can specify formatting features such as margins and tab settings by using the ruler. To
access the ruler, choose the Ruler command from the View menu. The ruler appears above the document
window.

Opening an Existing Document

The bottom of the File menu displays a list of recently used documents. To open a recently used document,
from the File menu, click the name of the document you want. If the name is not displayed in this short list,
proceed as follows:

1. From the File menu, choose Open.
2. In the File Name box, type the name of the document you want to open or select it from the list.

Note If you do not see the name of the file you want, select a new drive or directory, or select a dif-
ferent type of file from the List Files of Type drop-down list. FGE can use Rich Text Format files hav-
ing the extension .RTF, or plain text files, usually having the extension .TXT.

3. Click OK.

Opening Multiple Documents

To compare your work, you can open several documents simultaneously, each in a separate document win-
dow. To open multiple documents, leave the current document open and follow the steps above for opening
an existing document.

You can view these documents in various ways. From the Window menu, choose one of the following
commands:

« Cascade— Causes the windows to overlap so that the title bar for each document is visible.
 Tile — Arranges the open windows in smaller sizes to fit next to each other.

< Arrange Icons— If you have minimized several documents to icons, these icons will be arranged
along the lower edge of the FGE desktop.

Changing the Size of a Document Window

You can change the size and position of a document window so you can view the contents of two or more
documents simultaneously.

* Maximizing a document To enlarge a document window to its maximum size, click the Control-
menu box on the Document Title Bar and choose Maximize or click the Maximize button in the upper-
right corner of the document window. If the document has been minimized to an icon, click once on
the icon to activate the Control menu and choose Maximize, or double-click the icon to maximize it.
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« Minimizing a document- Click once on the Control-menu box to the left of the Menu bar (if the doc-
ument is maximized) to open the Control menu for the active document. Choose Minimize to reduce
the document to an icon. Another method is to choose the Minimize button in the upper-right corner of
the document window.
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Figure 2: Control-Menu Box and Minimize/Maximize Buttons

Setting up Ultimate Family Tree to Use Ultimate Family Tree Editor

Ultimate Family Tree can preview and print reports directly or through an external word processing pro-
gram. Using the Ultimate Family Tree Print Setup window, you can designate FGE, Microsoft Word for
Windows, or another word processor as your primary word processing application.

To designate which word processor you want to use:

1. Choose Print Setup from the Ultimate Family Tree File menu.
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Figure 3: Print Setup Window

2. Check the Print to File box.
3. Select the Rich Text Format (RTF) radio button in File Contents.
4. Check the Launch Editor box in the Editor (RTF) Options group.
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5. Select the word processing application you want to use from the Editor Choice drop-down list. The
three options are Ultimate Family Tree Editor, Microsoft Word, and Other.

6. Click the Browse button to locate the executable file for the word processor you have chosen if it does
not appear in the path to the Editor field. The path to the word processor and the executable file are dis-
played in the Path to Editor field. For example, \UFT\FTEDITOR.EXE.

Note If you select Ultimate Family Tree Editor, the correct path and file name appear automatically
in the Path to Editor field.

7. Select Include Index if you want to include index codes with the RTF file.
8. Use the drop-down list to select a footnote style.
9. Choose Close.

FTE opens (launches) automatically after you create a report.

Creating a New Document

To create a new document in FTE, choose New from the File menu. FTE displays a blank document. Ulti-
mate Family Tree gives the new document a temporary name, for exenafilé, You give the document a
new name when you save it.

Editing Text
Here is a review of some basic text editing techniques.

Selecting text— Before you can change text, you must select it. To select text, move the mouse
pointer to the beginning of the text you want to select, hold down the left mouse button and drag the inser-
tion point to the end of the section. You can also select text by holding down the Shift key and pressing the
arrow buttons on the keyboard. To select a single word, double-click the word. To select all text, from the
Edit menu, choose Select All or press Ctrl+A.

Cut, Copy, and Paste— Once you've selected text, you can cut or copy it to the Clipboard and paste
it elsewhere in the document. To copy text, select the text and choose Copy from the Edit menu, click the
Copy icon on the main Toolbar, or press Ctrl+C. To cut text, select it and choose Cut from the Edit menu,
click the Cut icon on the main Toolbar, or press Ctrl+X. To paste text, position the insertion point where you
want to place the cut or copied text and choose Paste from the Edit menu, click the Paste icon on the Toolbar,
or press Ctrl+V.

Undo — If you make a mistake or change your mind while you are working in FTE, choose Undo
from the Edit menu or press Ctrl+Z. This will undo your last change.

Setting Fonts

Fonts and point sizes establish the basic look of characters in your document. Fonts can be changed using
various methods.
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Using the Fonts Toolbar— With the Fonts Toolbar, you can change the font or size of the text. You
can also format the text as bold, italic, underlined, or superscript. Buttons are available for paragraph and te
stop alignments. Select the text you wish to format and choose a font and font size from the drop-down list

Using the Format Font window— To use the Format Font window:
1. Select the text you wish to format.

2. Click the right mouse button, or from the Format menu, choose Font to open the Format Font window
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Figure 4. Format Font Window

. Select a font from the list of those available.

. Select a style from the Style list.

3

4

5. Select a size from the Size (pts) list.

6. Select Underline, Superscript, or Hidden in the Effects box.
7

. Click OK to close the window.

Paragraph Formatting

Change the formatting of a paragraph by first selecting the paragraph and then applying the formatting yot
want. When Ultimate Family Tree formats a report, default settings are automatically applied. Change thes
by choosing Paragraph from the Format menu.

Paragraph Marks

To display the marks which define the end of a paragraph, select the Paragraph Marks button on the Main
Toolbar or choose Paragraph Marks from the View menu.
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Figure 5: Format Paragraph Window

Aligning Paragraphs

When you align paragraphs, you specify how you want to position the lines of text.
1. Select the paragraph to be aligned and choose Paragraph from the Format menu.
2. Select the Left, Center, Right, or Justify radio buttons to align the selected paragraph.
3. Click OK to close the window.

Alternatively, you can select the paragraph and choose the appropriate paragraph alignment button on
the Fonts toolbar.

Indenting Paragraphs

When you indent a paragraph, you specify how far from the margin you want the text to print. You can
choose from three types of paragraph alignment:

» Left— Sets the left margin indent for the selected paragraph.
» Right — Sets the right margin indent for the selected paragraph.

« Left, First line — Sets the hanging indent for the first line in a paragraph.

Adjusting Line Spacing within Paragraphs

You can adjust the spacing between the lines in one, several, or all of the paragraphs in your document.
1. Select the paragraph(s) you want to adjust.
2. From the Format window, choose Format Paragraph.

3. Enter a point size in the Before box in the Para Spacing group to increase the spacing before a selected
paragraph.

4. Enter a point size in the After box to increase the spacing after a selected paragraph.
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In the Line Spacing box, select one of the following:

Single— Sets the selected paragraph to single spaces.

Double— Sets the paragraph to double spaces.

At Least —A minimum line spacing that FGE can increase.

Exactly— Fixed line spacing that FGE does not adjust.

Note If you select At Least or Exactly, enter a number in the Points box.

Click OK to close the window.

Adjusting Text Flow

You can specify that certain lines or paragraphs be kept together or that certain paragraphs start a page. T
keep lines together on a page,

1.

Select the lines you want to keep together.

2. From the Format menu, choose Paragraph.
3.
4

. Click OK to close the window.

Under Text Flow, select Keep Together.

To keep paragraphs together on a page,

e A

Position the insertion point anywhere in the paragraph you want to keep with the next paragraph.
From the Format menu, choose Paragraph.
Under Text Flow, select Keep with Next.

Click OK to close the window.

Tabs

You can insert, remove, or move tab stops using the ruler. To set tab stops,

1.

2.

Select the line or paragraphs where you want to add tab stops or position the insertion point in the te)
where you want the formatting to start.

Click a tab stop style from the Tab buttons on the Toolbar or, from the Format menu, choose Insert Ta
Mode and select Left, Center, Decimal, or Right.

Note The Left Tab button is used to left align text, the Center Tab button is used to center text, and
the Right Tab button right aligns text. The Decimal Tab button sets a decimal tab.

3. Click the ruler where you want the tab stop to be set.
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To remove tab stops,

1. From the Format menu, choose Tab Clear to open the Clear Tab window.
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Figure 6: Clear Tab Window

2. Select the tab position you want to clear and click Clear Tab.
3. Repeat steps 1 and 2 for other tab stops you want to clear.

Note To remove all tab stops from a selected paragraph, choose All Tab Clear from the Format menu.

Page Breaks

You can insert page breaks anywhere in a document. A page break appears as a solid line in the document.
Physical page breaks are shown as dotted lines and are determined by the size of the page you are printing. A
page break forces the text below the solid line to the next page. To insert a page break, position the insertion
point where you want the page break, and choose Page Break from the Insert menu. To delete a page break,
select the page break you want to delete, and choose Cut from the Edit menu, or press the Delete key on your
keyboard.

End Notes

When you create a Family Journal or Family Group Sheet, FGE automatically includes its footnotes as well.
A section titled Notes and References is added after the last page of the body of the report.

Viewing end notes— FGE automatically numbers end notes and places them in the Notes and Refer-
ences section at the end of the current document. Notes are edited in a special window provided for that pur-
pose. To view the End Note window, drag the window split bar, located at the bottom of the document
window, to the top. You can also choose End Notes from the View menu.

End notes (and the index) can be viewed by scrolling to the bottom of the document. End notes can
also be edited and viewed through the End Note window.
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Figure 7: End Notes

Editing end notes— End notes are viewed and edited through the End Note window. The End Note
window can be opened in several ways:

» Double-click the footnote number for the footnote you wish to view. The Footnote window opens
showing that end note.

» Drag the End Note window bar up and use the scroll bar to scroll through the end notes.
» Choose End Notes from the View menu.
Inserting end notes

1. Move the insertion point to the position in the text where you wish to insert an end note. The End Note
window opens.

2. Add any text you want for the new end note.

Deleting end notes— End notes are deleted from the main text window, not the End Note window.
1. From the main text window, select the end note number.
2. Press the delete key to delete the end note.

Renumbering end notes— Choose Renumber End Notes from the Tools Menu to renumber end
notes.
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Index

Names of individuals can be included in an index for reports created by FGE. A two-column index listing
individuals by surname and then given name, is automatically generated at the end of the report. Index infor-
mation can be imported directly from Ultimate Family Tree, plus you can edit and add index information to
any document.

Marking an index entry
1. Place the insertion point after the name you wish to add to the index.
2. Choose Mark Index Entry from the Insert menu. The Add Index Mark window opens.

3. Inthe Entry field type the surname, and in the Sub-entry field type the given name for the individual
you are indexing.

4. Click OK.
Editing index marks — Index marks are made visible by choosing Hidden Text from the View menu.
Index marks are surrounded by curly brace characters {}. A typical index mark appears as follows:
{XE “Kennedy:John Fitzgerald"}
The name of the individual is enclosed in quotation marks. The surname appears first, followed by a
colon, followed by the given name. The surname and/or given name can be edited as you wish.
Removing an index entry
1. To view index entries, choose Hidden Text from the View menu.
2. Select the index entry you wish to delete and press the delete key.
Note You cannot see or edit index marks unless you activate the Hidden Text option.

Updating the index— To update an index with added or deleted index entries, choose Rebuild Index,
Notes from the Tools menu.

Headers and Footers

You can edit headers and footers in the same way you edit any other text in your document. All techniques
for selecting, inserting, deleting, and overwriting text apply here. You can use the Cut, Copy, and Paste com-
mands in the headers and footers just as you do in the document. When you edit a header or footer for one
section of your document, your changes will also affect any subsequent headers or footers linked to that
document.

Viewing and modifying headers and footers

1. From the View menu, check Header/Footer or choose the View Head/Foot button on the Toolbar. The
header on the first page is displayed allowing you to make changes.

2. From the Edit menu, choose Edit Header/Footer to activate the Edit mode.
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Adding headers

Choose Header/Footer from the View menu.
Choose Edit Header/Footer from the Edit menu.
Add the text you want to appear in the header.

To add a page number, place the insertion point in the header or footer where you want the page nut
ber to appear and choose Page Number from the Insert menu.

Removing headers and footers
Choose Header/Footer from the View menu.

Choose Edit Header from the Edit menu.

. Select the text you want to delete from the header or footer.

. Press the Delete key.

Removing lines and/or shading in the header or footer

. Place the insertion point in the space between the lines.
. Choose Borders from the Format menu.
. Change the shading and side options as you wish.

. Click OK to close the Format Borders and Shading window.

Note A Text Protection Error means FGE cannot edit header text and body text at the same time.
This occurs when you attempt to edit a header or footer when not in the Edit Header/Footer mode.
Select Edit Header/Footer in the Edit menu to activate the Edit mode.

Images

Inserting Photos— One of the most exciting features of FGE is the inclusion of photos in a Family Journal
report. Photos can be inserted into a document with or without a frame. When a photo is inserted in a fram
the frame and photo can be dragged to a new position in the document and any text that would have been
covered by the photo will wrap around it. When inserted without a frame, the picture can be moved using
paragraph formatting commands, including left, center or right justify, or by inserting blank lines or spaces
in front of the image.

Images can be added to an Ultimate Family Tree document in the following ways:
Importing an image directly from Ultimate Family Tree.

Importing from a file containing an image in the BMP or WMF format.

Importing a BMP image by dragging and dropping.

Pasting an image from the clipboard.
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Importing Images from Ultimate Family Tree — Pictures that have been designhategraferred

imagescan be added automatically to Family Journal reports in Ultimate Family Tree. Specify an image you
wish to include by marking a linked image as the preferred image. See page 184liimtiee Family Tree

User’s Guidefor more information on preferred images. The caption for the image is included in the report,
centered below the image.

A

Note Preferred images are imported without a frame.
Linking an image to an individual in Ultimate Family Tree
Open the Individual Record for the desired individual.
Click the More button to open the Individual More window.
Click Media to open the Multimedia Link window.

Select an existing image from the Multimedia Links list, or link a new image to the individual (see the
Ultimate Family Tree User’s Guider the steps required).

Make sure the Preferred Image box is checked to specify that the selected image is the preferred image
for this person.

Adding images to the Family Journal report

. Open the Family Journal report window by choosing Family Journal from the Reports menu.
. Check the Parent Images box to have preferred images included for individuals who are parents.

. Check the Child Images box to have preferred images included for individuals who are children.

Note If both Parent Images and Child Images are checked, the same image will appear in two places
in the report.

Importing an Image from a File — Images can be imported into FGE from a file. The image file

must be in the standard Windows bitmap (BMP) or clip art (WMF) format.

1.
2.
3.

S

Move the insertion point to the location in the document where you wish to insert the picture.
Choose Picture from the Insert menu to open the File Open window.

Locate the BMP image you wish to insert and choose OK.

Inserting a Picture from a File into a Frame

Move the insertion point to a line where you want to insert the photo.

From the Insert menu, choose Frame. A rectangular frame appears.

. Select the frame by clicking the mouse anywhere on the frame. Make certain the sizing handles for the

frame are displayed.

From the Insert menu, choose Picture. The File Open dialog box appears.

. Select an image to be inserted and click OK.
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Figure 8: Inserting a Picture Frame

Note Only image files having the bitmap (.BMP) or clip art ((WMF) format can be inserted. Photos
that are inserted without a frame will displace any text that is covered by the photo. This photo can be
positioned by selecting the photo and clicking the left, center or right justification push buttons.

Importing an image by copying and pasting— Images in any format compatible with a paint or
image editing program can be copied to the Windows clipboard and pasted into a FGE document. Once th
image has been copied to the clipboard, follow the steps below to paste it into the document:

1. Move the insertion point to the location in the document where you wish the image to be inserted.
2. Choose Paste Special from the Edit menu.
3. Choose Bitmap Image Object from the Paste Special window.

Importing an image by dragging and dropping— Images can be imported into FGE by dragging
the image name from a directory or file list to the opened document in FGE. The image will be located in the
document where it is dropped. The image file must be in the standard Windows bitmap (BMP).

Resizing an image

1. Select the image you wish to resize by clicking on the image. Four sizing handles are displayed on th
image frame.

2. Drag the handle you wish to change to a new position.
Moving an image in a frame
1. Select the image you wish to move.
2. Move the mouse pointer to a position just outside the frame. The pointer changes to a cross hair.
3. Drag the image to its new location.
Changing the borders of a frame
1. Select the frame.
2. From the Format menu, choose Borders to open the Format Borders and Shading window.

3. Select the border options you want.
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Removing an image from a document
1. Click the image you want to remove to select it.

2. Press the Delete key on your keyboard.

Objects

Windows objects such as sound clips or video clips can be inserted in FGE documents. Once an object has
been inserted, it can be activated by double-clicking the object’s icon.

Inserting an object
1. Move the insertion point to the location in FGE document where you wish the object to appear.
2. Choose Obiject from the Insert menu.

3. Select the object type from the Object Type list you wish to use, such as Wave Sound. The object
server opens, Sound Recorder for example.

4. Set up the object you wish to insert.
5. Close the object server window and return to FGE. The object is inserted at the insertion point.

Inserting a rectangle— Objects including rectangles, text boxes, and lines, can be inserted in a FGE
document.

1. Move the insertion point to a location in the document where you wish to draw a rectangle.
2. From the Insert menu, choose Draw Obj and then Rectangle.
3. You can select the rectangle and drag the sizing handles on any side to change the size of the rectangle.

Inserting a text box— A text box provides a way to format text within a sizable box such as a side-
bar. The box can be moved to any location within the document.

1. Move the insertion point

2. From the Insert menu, choose Draw Obj and then Text Box.
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Figure 9: Text Box
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Select the text box and drag the sizing handles on any side to change the size of the text box.

Note Be careful where you choose to insert a text box, as it is not a frame. Underlying text will not
wrap around the box.

Inserting a line
Move the insertion point to a location in the document where you want to draw a line.
From the Insert menu, choose Draw Obj and then Line.

Drag the line to any location in the document, or select the line and drag the anchor at either end to
change its position.

Printing Documents

Before you can print, you must have installed a printer through the Windows Control Panel. Refer to your
Windows manual for instructions on installing a printer.

Using the Page Setup window— To select various print options such as margins, paper size and ori-

entation, use the Page Setup window.

1
2.
3.

From the File menu, choose Page Setup.
Select the Paper Size from the drop-down list.

Select Portrait or Landscape to select how the text will print on the page. A sample page on the Page
Setup window changes according to your selection.

To set margins, enter the size, in inches, in the appropriate field.

Note Some printers (such as the HP LaserJet series) will not print all the way to the outer edges of
the page.

Click OK to close the window and save changes.

Using Print Preview — Print Preview shows how a report will appear when printed. From the File

menu, choose Print Preview or choose the Print Preview button on the Toolbar to open Print Preview and
activate the Print Preview Toolbar. All page elements that appear within the printable area of the page are
displayed in Print Preview.
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Figure 10: Print Preview Toolbar
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The following options are available in Print Preview:
« A zoom list to change the zoom factor for the view.

« An option to view one or two pages at a time. With two-page display, adjacent pages are shown side-
by-side. Use the scroll bars to move to adjacent pages.

« Buttons to move through the report to view the first or last page, and to move ahead or back one page.
« A Print button to print selected text or the entire file.

A Close button to leave Print Preview mode.

Saving Documents

FGE documents can be saved for future use. Use the Save As dialog to save the current document with a dif-
ferent name. Documents are saved in Rich Text Format as supported by Microsoft and many other software
publishers. FGE documents work best with Microsoft’s Word for Windows.

1. From the File menu, choose Save As.

2. A Save As dialog box opens.

3. Specify a target directory and a file name.
4. Click OK.

Ultimate Family Tree Editor as a Stand-Alone Program

FGE can be used as a stand-alone program or from within Ultimate Family Tree. To start FGE as a stand-
alone program, choose one of the following options:

« Double-click the FGE icon in the Ultimate Family Tree program group.
e Type \UFT\FTEDITOR.EXE in the Run window.
« Choose Editor from the Utilities menu in Ultimate Family Tree.

Note If you have chosen Microsoft Word for Windows or another word processor as your primary
word processing application in Print Setup, it will be started when you choose Editor from the Utilities
menu.

Descendant Box Chart Instant Web Page

Ultimate Family Tree can create Instant Web Page family histories suitable for publishing on the World Wide
Web (WWW or Web). The Descendant Box Chart report and Modified Register Family Journal reports are
available as Instant Web Pages. This section gives instructions on creating a Box Chart Instant Web Page.
See page 138 in thditimate Family Tree User’s Guider instruction on preparing a Family Journal Instant
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.

2
3.
4

From the Online menu, choose Instant Web Page.

. In the Instant Web Page window, click Box Chart.

Click the Options button to open the Instant Web Page Options window.

. Select any options as described below. Options not available for the Box Chart Web Page are dim.

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 that connects to
the Palladium home page. Visitors can find out more about genealogy, the Ultimate Family Tree pro-
gram and Palladium Interactive.

Left Align/Center— Controls placement of section titles. Not all browsers support centering. 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 directory— Specifies a single directory when single file is not checked. Do not select this
option if creating a web page for uploading to Palladium Interactive.

Files Per directory— Specifies the number of files you want in each subdirectory. Do not enter a num-
ber larger than 500.

Email Address— Provides your email address. When this field is left blank, your email address is not
included in the Instant Web Page.

Click OK.
Click the Graphics button to open the Instant Web Page Graphics window.

. Select any field and click Browse to find an existing graphics file, or type the names of the graphic files

in the appropriate field. Graphic options not available for the Box Chart Web Page are dim.

. 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.
10.

Select any field with a graphic entered and click Preview to view the graphic. Click OK to return to the
Graphics window.

You can now generate an Instant Web Page from an existing chart or from a new chart. If you have

already created an Instant Web Page Box Chart, select the chart name, click Existing and skip to step 10.

1.
2.

Choose New to create a new chart.

Specify the starting individual for your report. Press F10 to open the Find window.
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12.

13.

Enter a name for the chart (up to 8 characters) in the Chart Name field.
Enter a title for the Chart in the Chart Title field.
Select Birth/Death Dates to include birth and death years in the report.

Select Hide Living Info to suppress information about living family members. Ultimate Family Tree
determines individuals who are still alive by checking the Living field on the Individual Record for a
(Y)es. The names of living individuals and the connections to their families remain intact, however
birth and death years will not be included. The notation (still alive) prints below the name.

Note 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. Ultimate Family Tree’s Web Page Privacy option
(Hide Living Info) is designed to protect the privacy of living family members on your Instant Web
pages.

Specify the generation limit for the report (up to 16 generations) in the Generation Limit field.

. If you want to limit the report to those individuals in the Grouping list, choose Use List in the Group-

ing box. See pages 78-80 in thiimate Family Tree User’s Guider information on Searches and
Grouping.

. Click OK. The chart is generated and opens.
10.
11.

With the selected chart open, choose Generate on the menu bar. A Save Web Page As window opens.

Select from the existing list, or enter a name for the Instant Web Page. Ultimate Family Tree creates a
subdirectory with the name you have chosen. The main web pagedide.htmis saved in the subdi-
rectory you have specified.

Close the Chart window by clicking on the Close box in the upper right corner of the Chart window
and choose Close.

Choose Close to close the Descendant Box Chart Web Page window.

Editing the Contents of a Box

See pages 111-112 in th#imate Family Tree User’s Guider information on editing names, dates, and
places in a Box Chart.

Deleting a Descendant Box Chart Web Page

1.
2.
3.

From the Online menu, choose Instant Web Page.
In the Instant Web Page window, click Box Chart.

Select the chart to delete and choose Selected in the Delete Chart group or choose All to delete all
charts.

. Click Close to close the Descendant Box Chart Web Page window.
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Previewing an Instant Web Page

1.

o M w DN

From the Online Menu, choose Preview Instant Web Page or click the Preview Web Page button on th
Toolbar.

Select the Web Page you want to view.
Click OK to view the Web Page. The browser you have set up to work with Ultimate Family Tree opens.
After viewing the Web Page, exit the browser to return to Ultimate Family Tree.

Click Close in the Preview Instant Web Page window.

Going Online from Ultimate Family Tree

If you have a manual dialer, you must take certain steps to ensure the smooth operation of the Ultimate Fal
ily Tree online functions.

Make sure that your browsernst running before you click the Go Online button or choose Connect

to Palladiumnet from the Online menu. The Go Online button will start your browser automaticalhsiJse
switchingto switch between applications. Do not click Go Online to return to your already running browser.

Note Task switching is a method of changing between Windows applications that are running. Press
Alt-Tab to switch between programs. In Windows 95 you can also use the taskbar to switch between
applications.

When using a manual dialer, after you click the Go Online button or choose Connect to Palladiumnet

from the Online menu, Ultimate Family Tree will display a message reminding you to manually connect to
the Internet. Switch to the Program Manager and run your dialer. After dialing up, activate the ADMIN pro-
gram by task switching. The reminder message should reappear. 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, available only to Ultimate Family Tree owners.

To go online from Ultimate Family Tree, follow these steps:

1. Quit your browser if it is running.

2. Click the Go Online button or select Connect to Palladiumnet from the Online menu.

3. Dial your Internet service provider (ISP), manually if necessary.

Note The Ultimate Family Tree Web Page has a proprietary Members Only section filled with excit-
ing genealogical resources. To access the Members Only section of the Ultimate Family Tree Web
Page you must go online from Ultimate Family Tree.

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 OF
to dismiss the reminder.
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Uploading an Instant Web Page

Before you upload your first web pages from Ultimate Family Tree, you must go online and register in the
Members Only section. See page 145 in the Ultimate Family Tree manual for instructions on registering with
Palladium and uploading your web page.

After creating a Web Page and registering with Palladium, you can upload the Web page to the Palla-
dium Interactive Web site. During this process, Ultimate Family Tree will attempt to connect to the Palladi-
umnet server and send your Web page. While in progress, do not switch applications. If you want to cancel
the operation, press Escape.

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 Program Manager and run your dialer. After dialing up,
activate the PDFTP program by task switching. The reminder message should reappear. Click OK.

Uploading Multiple Web Pages

You can upload multiple Web pages to the Ultimate Family Tree Web Site. If you upload a Web page which
has the same name as an existing Web page you have previously loaded, the existing Web page will be
deleted and replaced by the new page.

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 on the
Ultimate Family Tree CD-ROM.

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.

Ultimate Family Tree Application Notes

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.
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8.

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.

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.

Enter the correct parent by following the steps on page 29 bitiheate Family Tree User’s Guide

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
2.
3.

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.

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

Press F9 or click Save in the Events window.

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

tial name (or simply highlightunknown} and click the Find button to open the Candidate Individuals
list. Highlight the correct 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 been entered already. If it is a different person, click New. If the person is already in the list
highlight the name and click List to link the individual properly. If you want to make any changes,
click Cancel to return to the Individual Record window.

Printing an Individual List

Follow these steps to print an Individual List report, sorted by surname, with the full name in the first column.

1.

From the Reports menu, choose Lists, and then Individual.

2. Double-click the left mouse button on all selections (if any) in the Selected list to remove them.
3.
4

. Double-click on Name (Short) to move it to the Selected list.

Double-click on Surname in the Field List (it should be at the top of the Selected list).



250 ULTIMATE FAMILY TREE APPLICATION NOTES

5. Double-click on any other options in the Field List. Select a smaller font size to allow more columns to
print. Click the Insert button to move the selected item in the Field list to the location above the high-
lighted item in the Selected list.

6. Choose Skip 1st Column to omit the first column in the Selected list from printing on the report.

Note The surname will print with the given name in the first column. However, the report will be
sorted by surname, not given name. If you want the surname to print first, choose Surname 1st in the
Page Setup window.



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.

Acquire To digitize an image by using a scanner, frame grabber, video digitizer, or other electronic device
Active window The window affected by a current action, such as typing text or viewing a List.

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 thest
individuals.

Cascading menu A menu that opens from a command on another menu. A command that has a cascading
menu has a right arrow next to it.

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 thernr
They are capable of storing an enormous amount of data compared to a traditional floppy disk.

251
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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.

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 left 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 in Windows 3.x. In Windows 95, the
close box is in the upper-right corner. Choosing the close box closes the window. See also Control
menu box.

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.

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.

Control menu box The Control menu box is at the left of the title bar. It opens the Control menu for the
window. This menu contains commands that you can use to manipulate the window.

Copy An Edit menu command that copies selected text to the Clipboard without removing it from the
original location.

Cut An Edit menu command that removes selected text and places it on the Clipboard. See also Paste.

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.

Desktop The working area on the computer screen in which windows and other items appear.
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. The three types of direct media
are images, audio, and OLE.

Directory A collection of files and other directories (called subdirectories) stored under a common name
on a 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
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the Julian calendar which had begun with Julius Caesar was off by 11 minutes and 14 seconds a yee
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 XllI 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 America
colonies did not do so until 1752. By then the discrepancy between the Julian and Gregorian calendatr
was 11 days. This difference was compounded by the celebration of two New Year’s days by Englanc
and its colonies. The government celebrated New Year’'s on March 25, and the masses celebrated th
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.

Drop-down list box A single-line dialog box that opens to display a list of choices.

Embed To insert information (an object), that was created in one document, into another document (most
often the two documents were created with different applications). The embedded object can be edite
directly from within the second document. To embed, you must be using applications that support
object linking and embedding.

Emigrant A person who departs from a country to settle elsewhere.

Event GEDCOM The Event GEDCOM Version 1.0 specification has been designed by COMMSOFT 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 GED
COM 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 This current GEDCOM standard, version 5.5, is a family-focused, lineage-linked for-
mat. It uses cross-referenced pointers to connect each child to a family and each family to its children
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.
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Field A specific area set aside for a given type of information, for example, a name field, date field, place
field, etc.

Find Key (F10) The F10 key brings up a window designed to find an individual in your project. See also
Function Keys.

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 needs more research, attendance at a certain college, or cause of death.

Fonts The complete set of characters including numerals, symbols, and letters in a single design, size, and
style (for example: 10-point, Times Roman, italic). The character set is used on the computer screen
and in printed reports.

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 pre-
sented in a more structured format (such as author or title).

Format The way text appears on the pages of a report.

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.

Function keys The F keys are generally located on the top or side of the computer keyboard. These keys
serve to help you use Ultimate Family Tree more efficiently. They assist in data entry and help you
move up or down lists, find people or places, and access context-sensitive help.

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 and files (programs, groups, documents)
on the desktop.

Ignore case A search criteria option that instructs Ultimate Family Tree to ignore the case of letters when
executing a search command.
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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 an Ultimate Family Tree project.
Inactive window Any open window in which you are not currently working.

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. The index must be collected before can be printed.

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.

Link, OLE To create a reference in a destination document to an object in a source document. When yot
link an object, you are inserting a visual presentation of the object into the destination document.
When the object changes in the source document, the changes appear in the destination document.

List box Within a dialog box, a box listing available choices—for example, the list of all available files in a
directory. If all the choices will not fit, the list box has a vertical scroll bar.

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.

Maximize button The small box, containing an up arrow, at the right of the title bar. Mouse users can
click the button to enlarge a window to its maximum size. Keyboard users can use the Maximize com
mand on the Control menu.

Media A general term encompassing all types of information from text to sound, but used here to refer
specifically to pictures, graphics, animation, sound recordings, and video.

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.
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MIDI files  MIDI is an acronym for Musical Instrument Digital Interface, a standard protocol for commu-
nication between musical instruments and computers. A MIDI file contains all the information
required to play a sound by using a MIDI device.

Minimize button The small box containing a down arrow at the right side of the title bar. Mouse users can
click the button to reduce a window to an icon. Keyboard users can use the Minimize command on the
Control menu.

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.

Mnemonic characters An alphabetic symbol that allows direct keyboard access to control functions when
preceded by the Alt key. This character is a unique and distinctive letter in the Control name that is
underlined.

Multimedia A combination of various media, such as sound, graphics, animation, and video.

Narrative \Voice accompaniment to selected media items (specifically pictures) telling about an individ-
ual, his or her family, experiences, important events and people, and any interesting and significant
details.

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.

Object Information such as a picture, chart, text or sound file, that can be linked to or embedded into,
another document.

OLE (Object Linking and Embedding) Windows technology to create items in one software program
and place and/or access them in another software program. OLE objects include pictures, text, images,
video clips, sound clips, and MIDI files.

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 boxes
(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 also Cut.

Preferred image The selected image that can be displayed from the Media Tree, Pedigree, Family, and
Descendant windows.

Proceed button The command to continue with the chosen action.

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 in
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.
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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.

Register A genealogy report that conforms with the style used by the New England Historic Genealogical
Society.

Replace all Substitutes new text for all text found in a Find search.

Replace and Find Again Substitute new text for text located in a Find search, and then repeat the Find and
Replace commands.

Research note Free-form text that can be entered about past, ongoing, or future research on an individual

Reserved characters A set of characters used by Ultimate Family Tree for internal processing. They are
not available for use in data entry.

Reverse Register The COMMSOFT Reverse Register is a genealogical report format that uses a number-
ing system similar to the Register or Modified Register reports, but 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 diffe
ent operating systems and with different software applications can be transferred between those ope
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. Images can be scanned directly into Ultimate Family Tree. A TWAIN-compatible scanner is
required.

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.
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Shortcut keys The specialized key strokes (a combination of Ctrl or Alt 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 in 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.

Sure level A method, used in ROOTS 1V, to indicate the reliability of information included in your family
history. The sure level can be used to cover all information concerning an individual.

Text box A box located in a window where you type information.

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.

TWAIN The software used by scanning devices to provide a consistent interface with other programs.
TWAIN has become a de facto standard.

Undo An Edit menu command that reverses the last action that you performed on any text within a field,
record or file. Undo deletes a new record 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. In DOS commands, a question
mark (?) can be used to substitute for a single unknown character. The asterisk (*) can be used to sub-
stitute for more than one consecutive character.

Window A rectangular area on the desktop in which information is entered, selections made, or informa-
tion viewed.

Window title  The title of the window that is found at the top of the window.

Word wrap A feature that moves text from the end of a line to the beginning of the next line as you type.
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.SQZ extension 218

/slash 14, 16, 29, 68-69, 80-81, 197
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international 36

not to use with RTF 36
check spelling 37-38
check

duplicate record numbers 199-200

rebuild footnotes 199
check window utility 198-199
CHECK.TXT 199
Chicago Manual of Style 98
child button, new 20, 46
child, adding 20, 46-47
children, with unmarried parents 47
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citation 228
citation search 69-70
Cite Your Sources 98
Civil law 228
clock 195
collateral 228
collect index 90
combine individuals feature 191-192
combining places feature 192-193
common name 50
COMMSOFT 23,182
CompuServe 2,5-6
configuration 204-205
consanguinity 61, 113, 228
creating
birth event 17
marriage 17, 35
new project 10
new record 16, 28
new source 43-44
footnote 44
cross reference 119

D

d’Aboville numbering system 102
data repair 199
date
adding 30-32
double dating 31-32
format 195
free-form 31
preferences 24,195
sort date 31
structured 31
unusual 31
default printer 84
delete button 30
delete
event 189-190
event types 33
individual 189
place 190
project 23,191
slide show 191
source 190
text 189

Descendant box chart 103-113

chart display 110

creating 104-106

edit colors 109

edit fonts 109

edit graphics 108

editing 111-112

printing 107-108, 113

viewing multiple 112

zooming 111
Descendant Interest (DI) 49, 131-134
Descendant report  100-113

Direct Drop 103

Indented 100-101

Text 101-102
Descendant-ordered book 94
descendants window, view 59-60
desktop display 9

graphics mode 8, 25, 196

Windows colors mode 8, 25, 196
desktop preferences 194-196
diacritical marks 15, 36
digitized image 228
Direct drop descendant report 103
direct media 149-150, 228
double dating 31, 228-229
duplicate person 191
duplicate record numbers, deleting and

renumbering 199-200

E

editand crop 115-116
edit place 32
email address 143
Email Graphic 141
embed 229
embedded notes 96
Encarta 170
End notes report 116-117
error message 208-211
errors
display 210
general 207-209
printing 212-213
slide show 211
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event 30-33 footnote
adding 30 compressed 97
creating 17-18 converting from ROOTS Il  220-221
creating new event type 33-34 creating 42-44
delete 30 customizing 44-45
deleting event type 33 rebuild 199
type 30 formatting text 37, 45
unrecognized 180-181 free note 44-45
event button, new 30 free-form
event details 18, 33, 210, 218-219 date 17,31
Event GEDCOM, creating 183-184 date format 178-179, 195
evidence 40-46 text 42
adding 19, 42-43 Freelance, Lotus 170
adding text 19 frequently asked questions 204-207
status box 19, 24 FTP address 143
exiting Ultimate Family Tree 202 function key 12-14
export GEDCOM 181-184
exporting text  39-40 G

external text file 39
Gallery report 115

F GEDCOM 34, 125,127-129, 172-184, 230
and ROOTS Ill import 219
F10 (Find) 80 exceptions list report 127-129
Family GEDCOM 229 exceptions, viewing 200-201
family group 57-58 exporting 181-184, 219-220
report 121-123, 229 export options 181-183
viewing 21-22, 57-58 Graphic 140
Family History Center, LDS church 184 grouping 182
Family journal report 96-98 import options 178-180
Descendant order 97 importing 173-178
Family order 97 tag 34
Reverse Register order 97 GEDCOM file
family tree  56-57 creating 181-184
blank 98-99 submitting 184
chart 98-99 GEDCOM type
viewing 21, 56-57 Basic 182
Family Tree Maker, importing from 177-178 Event1.0 182-183
file list 124 Family 5.3 182
file type, image 162 ROOTS Il 182
find, see also search generation gauge 60
individual 25, 80-81 generation number 101
key 21,80-81 Go menu 23-24, 81
flag 49, 230 Go Online 141
search 71-72 Graphic (.GIF) files 141
font graphics display 25
setup 87-89 graphics format 149, 162
size 126 graphics mode 8, 25, 196

footers 107 Gregorian Calendar 32
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grouping 78-80
GZIP 140

H

Header Graphic 140
headers 107

Help 2,19

Henry numbering system 102
Horizontal Rule 141
HTMFILES.TXT 140

HTML files 142

Ibid 117
image 149, 231
adding 151-157
caption 152
deleting 160
description 152
digitized, adding 151-152
digitized, displaying 161
digitized, editing 158-159
digitized, exporting 162
displaying 161
editing 158-159
export 162
Gallery report 115
linking 163-164
preferred 164
quality 195
scanning 152-153
viewing 165-166
immigrant ancestor 49
import GEDCOM 173-178

import options common to GEDCOM and

ROOTS Il 178-180
import ROOTS Il 176-177

import unrecognized events 180-181

import Family Tree Maker 177-178

Indented Descendant report  100-101

index

adding individuals and places 120

additions 87

collect 90, 118

deleting page numbers 120
edit 119-120

preview 92

report 117-120

INDEX.HTM 139
individual button, new 28
individual events search 70-71
Individual List report 125
individual record, creating 16-20
Individual Summary report 123
individual summary, view 22-23, 58-59
individual

creating 16, 28-29

finding 25

flags 49

list view 25, 63—-64

miscellaneous information 48-50

more 47-53

record 28-33

summary 22-23, 58-59

text 35-36
individuals, combining 191-192
information, adding additional 47-48
Insert Object 153-154
installation 4-7

browser 5-6, 144

troubleshooting 203
Instant Web Page

connecting to Palladium 141

creating 137-145

file organization 139-140

linking files 140-141

previewing 144

registering 145

tutorial 141-144

uploading 145
interest level ranking 49, 132-133
international characters 15, 36
Internet 2, 142
Internet service provider (ISP) 145

J

Jewish dates 31
Julian Calendar 31

K

Kennedy sample project 5
key families 11, 194
kinship, view 60-61
Kodak 147,149
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L

Lackey, Richard 98

language 50

last edit 49

LDS event 33

linking media 163-165

List reports
GEDCOM exceptions 127-129
individual, marriage, source 125-126
mail 126-127

living field 16, 29

lock button 60-61

long name 49, 231

mail label 49, 51, 127
Mail List report  126-127
mail search 72-73
mailing address 126
marriage, creating 17, 34-35
Marriage List report 125
marriage list, view 64
media 53

delete 160

direct 149

linking 163-164

new 164-165

referenced 148-149

unlinking 165

viewing 165-166
Media Player 170
media search 73
media tree display 62-63
medical history 52
medical search 73-74
menu bar 13
merge options 172-173
merge, projects 172-173
messages 195

error 207-213
Microsoft Explorer 5
Microsoft Object Packager 155-156
MIDI 166, 170, 232
miscellaneous individual information 48-50
miscellaneous search 74-75
Modified Henry numbering system 102
Modified Register 137

Modified Register report 96, 232

more window 19

multimedia library 53, 147-170
previewing 163

multimedia link 53, 163

name
entering 16, 29
field 16
format 87, 196-197
preferences 86-87
view name and record number 62
name search rules 67-68, 81
name.TGZ 140
narrative 63, 159-160
National Genealogical Society 96, 232
nationality 50
Netscape Navigator 5

New England Historic Genealogical Society 96, 232

new spouse button 17, 24, 34
NINDEX.HTM 140

number sign 32-33
numbering systems 102

0

Object Linking and Embedding (OLE) 150, 153-158,

166, 170
playing 166
server 153
Object Packager 155, 170
open, existing project 12
other parent window 20, 46

P

pack utility 197-198
page
layout 87
setup 86-89
page number
deleting 120
editing 120
parent
adding 17, 29
editing 29
unmarried 47



264 INDEX

parental partners 58
paste link 157
paste special 156-157
patent information 117
PC Paintbrush 170
pedigree window and chart 21, 56-57
phone numbers 126
Photo CD 147, 149
photo viewing 57-58, 63
PKUNZIP 218
place
adding 32
combining 192-193
editing 25, 32
removing from an event 32
Portrait report 114-115
performance and graphics 8, 25, 196
performance and hardware speed 204
preferred image 164, 232
preparer information 11, 122
preparer name 122
Previous page icon 141
print
preparing 93
preview 91-93
preview toolbar 93
reports  89-90
setup 84
to file 85
window 90-91
printer codes 85
printer, default 84
printing, basic steps 89-90
project 205-207
backing up 185-187
control file 194, 206
creating 10-12
deleting 23
information 124
information window 11, 193-194
merging 172-173
opening 12
restoring a backup 186-187
splitting 188-189
viewing information 193-194
Project Summary report 124

Q

Quaker dates 31
quick start tutorial  15-23

R

rebuild footnotes 199

record number 29, 62

Record plan 233

redundant ancestors 61, 99

reference field 50

referenced media 148-149

Register report 96

reindex utility 198

reinstall, Ultimate Family Tree 6-7

Relationship List report 113

relationship search 75-76, 188

religion 50

research notes 36

researcher field 11, 194

researcher number 122,194

reserved characters 233

reset Index 91

reset Notes 91

reset TOC 91

resolutions, image and screen 210

restore 33

restore button 30

restoring a backup 186-187

Reverse Register 233

Rich Text Format (RTF) 15, 36, 83, 85-86, 94, 233

ROOTS, using with Ultimate Family Tree 215-223

ROOTS Il 74, 176-177, 220-223
import options  178-180
importing from 176-177

ROOTS IV 23,172, 215-220

S

save as
backup 185-186
project 187

scanned image 233

scanning 152-153
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search 66-67
citation 69-70
complex name 69
flags 71-72
grouping 78-80
individual events 70-71

individuals using F10 or Find button 80-81

mail 72-73
media 73
medical 73-74
miscellaneous 74-75
name 67-68
options 66
relationship 75-76
rules 81
SOUNDEX 68
steps for completing 66—67
surname 68-69
text 76
vital statistics 77-78
windows 66-81
windows, using 66
server 142
sex field 16, 29
SHARE 203
short cut keys 13-14
sibling button, new 20
siblings, adding 20, 47
signature 50
skip 1st column 125
slash characters 29, 68, 80-81, 197
slide show 62, 166-170
adding existing 169-170
adding slides 167
and OLE 170
creating 166-168
delete 191
editing 168
social security number 50
sort date 31
sound effects 62
Sound Recorder 159-160
SOUNDEX 68, 113, 234
source 41-43
deleting 46
editing 46
preview 42
record 41

source(continued)
structured 42
type list 42
source library 41
entering new evidence 43-44
Source List report 125
source list, view 64
SOURCES.HTM 140
Spell check feature 37-38
splitting project 188-189
spouse, adding 17, 34-35

Spry browser (Sprynet), installation of 5-6

start, new project 10-12

starting Ultimate Family Tree 7-8
structured date 31

submitter button 134, 184
system requirements 3

system summary 124

T

TAR (tape archive) 140
table of contents 90-91, 120-121
template 41
temple code 33
text
adding 35-36
edit 37-40
exporting 39-40
formatting 37
importing 39
opening external file 201
saving external file 201-202
search 76-77
selecting 37
status box 19, 24
text file, external
importing 39
opening 201
saving 201-202
Textreport 114
Tiny-Tafel 49, 234
Tiny-Tafel report 131-135
Title page report 95
Title.Graphic 140
tittes in names 29
toolbar 14, 196
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troubleshooting 203, 207-213
installation 203
media 211
slide show 211

tutorial 15-26

TWAIN 149, 152, 234

u

Ultimate Family Tree

getting familiar with 12

installing 4-5

reinstalling 6-7

starting 7-8

using with ROOTS 216-220
undo 24, 28, 46
uninstall Ultimate Family Tree 5
Universal Resource Locator (URL) 138, 142, 145
unmarried parents 47
unrecognized events, importing 180-181
unusual dates 31
utilities  197-200

vV

Video for Windows 170
view
descendants 59
family group 21-22
family tree 21

view (continued)
individual 58-59
individual list 63-64

individual summary 22-23

kinship 60-61
marriage list 64
media tree 62-63
name 62

photo 63

record number 62
slide show 62
source list 64

Visual ROOTS 4,6, 172, 215-220

vital statistics search 77-78

w

wall chart 107
wallpaper 8, 196
Web browser 5
Web browser
installing 6
link 50
Web link 50, 138
Web Page, Instant 137-146
wildcard 67, 71, 81

Windows Character Map 15, 36
Windows colors mode 8, 25, 196

World Wide Web 137
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