Intro to
How to Correctly Print Images for Documentation

For the purposes of this presentation, I am demonstrating the methods used by most
of the Genealogy staff to print images from online sources.

Thus, my method of doing so utilizes only those software programs I have at my
disposal and use daily. My internet browser is Internet Explorer 11, and my image-
editing program is Microsoft Office Picture Manager.

My intent is NOT to teach you how to use the software I use, but to demonstrate what
CAN be done with images to print them correctly, depending upon your software. The
steps themselves should be virtually the same no matter which software you use.

Our hope is that you will share this presentation and what you have learned with the
compatriots in your state societies, particularly State Registrars, as well as Chapter
Registrars, and anyone else who helps others with their applications and
documentation. The betterfprepared documentation is when we receive it, the less time
it talkes the Genealogy staff to review it, which results in less turnaround time for
applications.

And, finally, there are several "bonus” pages added at the end. Since opportunities for

training are so infrequent, we would like to maximize the impact of this presentation by

providing you with the following guides and examples:

| An “Application Checklist” that the Genealogy Staff recommends you review and refer to often. Please
circulate it within your state society. And, as aIwaﬁs, be sure to review the Application Preparation Manual
and the Genealogy Policies Manual on the SAR website.

| A fully verified/check-marked and fully documented DAR record copy. Since there is still so much confusion
as to what we mean by “center-checked” DAR papers, versus “fully checked and documented” DAR papers,
we offer this example of what IS acceptable.

] Examples of common abbreviations to be used on SAR applications, as well as some you might see written
on record copies by staff genealogists. The second page is a list of proper abbreviations and format for
entering dates on applications, plus the required two-letter, uppercase abbreviations for state names.
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Printing Census Images

IMPORTANT: Do NOT print images from web browser!




Printing Census Images

Click on “Save,” and from drop-down box, select “Save image.”




Printing Census Images

Entire image will appear in new browser window.

Left-click on image




Printing Census Images

Image will then appear in an enlarged format in a new window. Right-click on image and select
“Save picture as.”




Printing Census Images

Tip: If you use a file name such as “image.jpg,” you can save each image to that file, saving “over”
the previous image. This is useful if you only need to save an image file in order to print it.

Select existing file name or
name the file, then click on
“Save.”

~




Printing Census Images




Printing Census Images

You may now close the image window.

~




Printing Census Images

0 Minimize internet browser; locate and open the image
file in your image software program.

Microsoft Office bundled with Windows 7 and 8 contains Microsoft
Office Picture Manager, which is the software used in this
presentation.

If you do not have an easy-to-use image program, you may want
to try Irfanview, which offers a free download.
Advantages of printing from an image program:

[0 Images can be cropped (saves ink/toner after cropping away the
black “border” and allows image to be that much larger when
printed)

0 Images can be rotated to improve quality, particularly when
cropping.

[0 Readability can be greatly improved by adjusting brightness and
contrast.




Printing Census Images

~

This is the

image

when

opened in Click on “Edit

image Pictures”
software.




Printing Census Images

Click on
\\Cropll

-




Printing Census Images

1

Use your
image
software’s
“print”
button.

Image quality
is greatly
improved
after

cropping.




Printing Census Images

O

O

Census pages must be printed in their entirety. No partial pages
are accepted.

Be sure to print census pages in their correct orientation -
portrait or landscape. You may have to reset your printer
settings to print correctly. Correctly printed censuses follow.
M 1850-1880 censuses are in portrait orientation.

B 1900 census is virtually square, so can be printed in either
orientation.

B 1910-1940 censuses are in landscape orientation.
Census summaries are not acceptable. If a census image cannot

be made readable, the census summary can be printed on the
back of the page containing the actual image.

Remember to underline pertinent generations on census pages
and indicate generation #s in the margin.













Printing Indexes/Transcriptions

For indexes/transcriptions on ancestry.com, select “View printer-
friendly.”




Printing Indexes/Transcriptions

The “printer-friendly” view will appear, at which time you WILL use your
internet browser to print. You might find it helpful to first select “print
preview” to see that it fits properly on the page - or on ONE page.

In this case, I printed this index on the back of the actual 1892 census
image, since the document itself was not self-identifying.




Printing Indexes/Transcriptions

On familysearch.org,
when only a transcription
is available, click on “Print”
from the site’s menu.




Printing Other Images

Accessing a marriage record to print from familysearch.org




Printing Other Images




Printing Other Images

You will then see this...

~

Click
“Download”




Printing Other Images

Click "Open.” Image should then open in your image-editing
software.




Crop away right-hand
page to leave left-
hand page -- the
record we want to
print.




After cropping, you have the correctly printed marriage record.










Side-By-Side Example: Image on left is death certificate staff
received; on right is the same death certificate printed correctly.




Examples of Incorrectly Printed
Images

0 Example 1:

m Will pages printed incorrectly: Note that right side
and bottom of each page are cut off. No dates are
shown, and no probate record is included.

B Will pages printed correctly: Note that pages are
complete, date of will is shown, and dated probate
record follows. There three complete images were
found on familysearch.org.

Example 2: Unreadable birth record
Example 3: Unreadable proof of service

Examples of unreadable or incomplete census pages
that represent images regularly received by the
Genealogy Department. (8 pages)

O 0O O

















































Use of Book Pages

=
L

All book pages must include the title page, including
date of publication, which may be on another page.

Passages may not be excerpted. Print or copy each
page in its entirety. Do not crop off page numbers.

If data on book pages include any
footnote/superscript notations, include the page(s)
containing the corresponding bibliographic references.

If data on book pages include abbreviations, also
include the page(s) containing the "Key” to those
abbreviations.

If a book page, such as a service record, is a
continuation of a “roster,” for instance, include the
first page of that section that identifies the military
unit, officers, etc., in addition to the page upon which
the ancestor is listed.




Printing e-Book Pages

First, click on

h “Books” in the
menu.

~

Once on the “Books”
page, enter a name,
place, or book title
you're searching for,
and click on the
“Search” button.

Familysearch.
org is a very
valuable
source for
family and
county history
books. Your
search word
or words do
not have to be
exact. It will
search for
similar
spellings, as
well.




Printing e-Book Pages

~

Use this print
command only!

S

Single-page
view

Zoom in/out




VERY IMPORTANT! Click

s 0N "Current page” so

o

you don’t send an
entire book to print!




Printing e-Book Pages




In a new window, you will see this...

From your
internet
browser, go to
“File” then “Print
Preview.” (See
next page.)







You should then see something like this...

— A ————

You can
“pull” the
alignment
arrows to
adjust the
position of
the image
and, if
necessary,
make it
larger or
smaller to fit
on the page.




N

If image size is a problem,
click on the drop-down box
here to make image larger

or smaller.

Image shown
after adjusting
position on the
page. Then,
select the
printer icon, as
shown above,
to print page
as shown.

Remember to
underline all
pertinent text on
the book pages,
and in the
margins identify
the generations
referred to.




Tombstones

[0 To be acceptable, tombstones must:

B ..be of the period (not acceptable when erected much later than
decedent’s death, which is particularly critical when relationships are
stated on stones)

B ..be readable (enlargements can be printed on back, if necessary)
B ..include name and location of cemetery
0 Find-a-grave memorials
B ..only acceptable for data on tombstones (if it meets the above criteria)
B ..not acceptable without tombstone photo
B ..user-entered data not acceptable as proof, with the exception of

obvious obituary transcriptions and any scanned copies of actual
documents (such as death certificates and obituaries) that the
memorial includes. There is no need to underline any user-entered
data, including the name of the deceased. Names will only be accepted
as inscribed on stones.

[0 NOTE: Tombstones or gravemarkers of any kind are not
acceptable as proof of service!




Memorial
Birth: Jun, 17, 1761
Pine Plains
Dutchess County
New York, USA
Death: Jan. 8, 1853

Kortright Center
Delaware County
New York, USA {Edit Bates]

Revolutionary War soldier, Private, 6th
Regiment, Dutchess County Militia. Married
1789 to Sally/Sarah Sager Phelps Bates, b.
prob abt 16 Dec 1769, d. 16 May 1834, She is
buried next to Simon. Rev War marker secured
from the War Dept in DC in 1959, and after
headstone of Simon and Sarah was cleaned
and reset, the plaque was placed on a cement
foundation in front of it. Simon was identical
twin brother of John Mclntosh; their parents
were Alexander and Clarissa (Junghans)

Sarah Sager Phelps Bates McIntosh (1769 -

Mclntosh.

Edit Bio

Family links: [Edit]
Spouse:

1834)

Children:

George McIntosh (1803 - 1877)*

rCalculated relationshin
[Add Marker Transcrintion}
fadd Notel

Learn about upgrading this memoriz

Simon McIntosh et namel

[Transfer Mapagement) [Edit] [Delete}

Burial: [Edit)
Riverside Cemeter
Bloomville
Delaware County
New York, USA fadd plot]

Edit Virtual Cemetery info (7]

Created by: Denise

Record added: Dec 25, 2008
Find A Grave Memorial# 32403187

city, county,

The location
of the
tombstone
(cemetery,
& state) is
the only

proven data

on this page,
except the

IS

d
tombstone,

which

perio
enlarged on

the next
page.
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Enlarged Tombstone Image

Enlarged image can be
printed on the back, if
there is not enough
space to include on the
memorial page when
printed.




