RootsM agic Workshop #2 (RM ver. 2) Working With Repositories - August 13, 2005

Working with Repositoriesin RootsMagic (V.2)
A repository is a place where sources are kept or stored. In RootsMagic, you can enter up to two
repositories (primary and secondary) for each source in your database. Once the datais entered for a
repository, that repository can be relinked to unlimited sources and ToDo tasks.

Y ou can add a new repository:

1. To an existing source — (Repository will be linked to source automatically.)

2. Totherepository list directly — (Repository will exist, but no sources or ToDo tasks will be

linked until you link them.)

3. ToaToDo task — (Repository will be linked to ToDo task automatically.)

All three methods will result in the repository being added to the repository list.

Toadd arepository to an existing sour ce:

1 Click the "Repository" tab on the top of the Edit Source window. (Thiswill take you to the

source’ s repository window where you will see a place to include both aprimary and a
secondary repository.)

Edit Source: Census - Pedigo, Daniel B., 1920

TEY Source l@n Te)d] i Multlmedla] E=IF Repositary
Mame of source to show in the source list
|Census - Pedigo, Daniel B.. 1920]

Personal file number

Daniel B. Pedigo household, 1920 U.S. Federal Census, Mullinville, Martin Township, Kiowa County, Kansas, SEuEEEEE
ED110, page 10B. line 84, dwelling 180, family 184; National Archives and Records Administration microfilm
publication TE25, roll 536, Eold

ltalic

|
Underline |

1920 U.5. Federal Census, Mullinville, bartin Township. Kiowa County. Kansas. ED110, page 10B. line 84, SpEel ez
dwelling 180, family 184

Kansas. Kiowa County. Martin Township. Mulliredlle. 1920 LS. Federal Census. Microfilm publication TE25, rall
536, YWashington, D.C: Mational Archives and Records Administration.

0K | Cancel | Help

Figure 1. Click on the source repository tab to begin adding a repository to a source.
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Edit Source: Census - Pedigo, Daniel B., 1920

= Source]@‘j Te:-ct] B tulimedia =19 Repository

Call number

Edit repositone...

Selectrepositon from list.. |

Clear repository

Write Email Wisitwebsite

Call number

Edit repositon..

Selectrepositony from list.. |

Clear repositony

Whirite Email Wisitwebsite

(6] | Cancel | Helgp |

Figure 2. Source Repository Tab Window
You may also include a call number for the source at that repository.

Optionsinclude:

a

Edit repository — Click this button to either add or edit the repository. Y ou can enter
the basic repository information, including name, street, city, state, postal code, and
country. You can also enter phone and fax numbers, as well as email addresses and
website URL’s. Thereiseven an areafor notes. Here you might want to add driving
directions, days and hours the repository is open, €tc.

Select repository from list — This button opens up the repository list to select a
repository you have already entered.

Clear repository — Clears the currently entered repository.

Send Email — If you have an email address entered, this button opens your email
program and prepares to send an email to that repository.

Visit website — If you have awebsite URL entered, this button opens that websitein
your browser.

2. To add anew repository, select “Edit repository”, or

3. To add arepository from an existing list, choose “ Select repository from list” to link an
existing one to the source.

TIP: If you don’t know whether or not the repository has been added to your list, choose “ Select
repository from list” and review your list first. If it has not yet been added, you can add it from that
screen by selecting the “New” button.
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4. If adding a new repository, select “OK” when all information is entered.

Edit Repository S]

Addressee

Street address Cansel
Facific Regional Branch

6125 Sand Point Wayw MNE

City State Postal code
ISeattIe WWwashington 95115-79499
Country
IUSA
Fhone Fax Ernail
I(EDE) h2B-6R01 seattle. archivesi@nara.gov Send Email
YWebsite
Iht‘tp:,-",-"www.arc:hives.gDv,-"pac:ificralaska,ﬂ'seattle,-" “isitwebsite
MNotes

Rl
Directions 3
From I-5:

| £

Figure 3. Edit repository window where you add information for a new repository
or edit information for an existing one.

5. If selecting repository from alist, highlight the repository name and choose “ Select”.

Repository List

Type arepositorytosearch National Archives and Records Administration
Facific Regional Branch

— 16125 Sand Point Waw NE

Seattle, Washington 98115-7999

LIS A

Phone: (206) 526-6501
Email: seattle.archives@nara.gow
Web: hitp:/ fwww.archives.gowv/pacific-alaska/seattle/

Note

Directions

Frarm |-5:

Exit -5 at Highway 520 eastbound. Exit Highway 520 at the
Montlake exit. Follow Montlake Bouleward north through the
University of WWashington. After about & mile Montlake merges into
ME 45th Street and then Sand FPointWay MNE. Follow the signs to
Children's Hospital. The facility is located a mile north of Children's
Hospital on the west side of Sand Point Way.

From the East:

Take Highway 520 westhound and cross the Evergreen Point
Floating Bridge. Exit Highway 520 at the Montlake exit. Follow

* |Ikontlake Bouleward north through the University of Washington.

e, Edit... ‘ Delata... ‘ Frint .. Salact | Cancel

Figure 4. Select existing repository from a list

6. Then select “OK” on each of the next two screens. Repository will be linked to the source.
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To add anew repository (from therepository list):
1 Select "Lists, Repository list” from the main menu. The repository list will open.

2. Click the "New" button on the repository list (see Figure 4 above). An empty Edit repository
window will open.

3. Enter the repository name, address, phone numbers, etc., then click the OK button to save the
repository. In the notesfield, you may also choose to enter miscellaneous information about
the repository such as driving directions, repository hours, days open, etc. (see Figure 3
above).

Toadd arepository to an existing ToDo task:

1 Start from the “ToDo” task window on the ToDo tab. Highlight the task to which you wish
to add arepository and select the “ Edit Task” button. The individual ToDo task item
window will open.

Edit Person: Daniel Boone PEDIGO-1 (last edited 10 Aug 2005)

F& General ] &F rotes ] TE® Sources ] [ Multlmedla] EZP Address EF® ToDa

Task Friority | Status T —
Census — KS Kiowa 1920 ]

Edittask.

Delete task

Print

Census — KS Kiowa 1920
Status/Priority: Open-1

Dates
Open: 10 Aug 2005

Recent work:
Completed:

Repository
MNational Archives and Records Administration

Details/Results
MNARA Fublication TEZE. roll 706

(8] | Cancel | Help |

Figure 5. ToDo Tasks Window .
All tasks will appear in this window. When you have multiple tasks listed, the details of each task will appear in the lower
half of the window as you scroll through the tasks.
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2. Select the “ Select repository” button. The repository list will open.

To Do - Daniel Boone PEDIGO [Z|

T

Task Fersanal file number Friarity (1=high)
|Census—KS Kiowa 1920 | |‘I (high)

| I

Select address.. Date started |10 Aug 2005
Edit... Clear... Date last worked |

Date completed |

K

2REM

|IMARA Fublication Te25, Foll 536

Ok | Cancel |

Figure 6. ToDo Task Item Window.
This is the individual ToDo task window. You can prioritize the task, track it’s status, the date you last worked on it, the
date it was completed, and include a personal file number if you are using a numbering system in your research.

3. Highlight the repository from the list and then click on the “ Select” button.

Repository List

MNational Archives and Records Administration
||Pacific Regional Branch

— {6125 Sand PaintWay MNE

Seattle, Washington 95115-7959

US4,

Phone: (206) 526-6501
Email: seattle archives@nara. gow
Web: hitp:/ fwwow archives gov/ pacific-alaska/seattle/

Note

Directions

From -5:

Exit I-5 at Highwayw 520 eastbound. Exit Highway 520 at the
kdontlake exit. Follow Montlake Bouleward north through the
University of Washington. After about a mile Montlake merges into
ME 45th Street and then Sand Foint Wway NE. Follow the signs to
Children's Hospital. The facility is located a mile north of Children's
Hospital on the west side of Sand Point YWWay.

From the East:

Take Highweay 520 westbhound and cross the Evergreen Paint
Floating Bridge. Exit Highway 520 at the Montlake exit. Follow

~ |IkMontlake Bouleward north through the University of Wéashington.

M. Edit... Delete. . ‘ Frint... ‘ Select | Cancel

Figure 7. Repository List.

4. Then select “OK” on each of the next two screens. Repository will be linked to the ToDo task.
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Printing Repository Lists
(Lists the repositories and items linked to each repository)

Toprint arepository list:
1 Open the Reports dialog by selecting "File, Print areport” from the main menu, or by

clicking the printer button on the toolbar, or by pressing Ctrl+P. Or choose * Reports, Lists”
from the main menu, as shown below.

' 1 RootsMagic - [demo2.rmg]

‘-_. File [Edt Iuts Ackl View Sesrch JEESEIEY Took Interret  Window  Help - | B
o 2 2 VO [ ) Pk e e
[ 8N 8 Daniel Boone  F~=cht. I
poUses: |b: 31 Oct 187 :f““":_'ﬂmfl'“‘-- rren Co., Kentucky
3 m: 5 Sep 190 c;;_,;w” it , 5on Co.. Missouri (age 30)
d: 27 Jan 196 o Co., Kansas (age 85)
Pedigree | Famby | Descendans |
Trcdeviciaal summany... R T
- Wim. "Civil Billy" PEDIGO L
LT Popaa [William Craig PEDIGO | l L I
i Calerdr... I [Rheda B. CRAIG |
8 Screpbocks.. | —
William MCMURRY (MCMURRAY
zalbidlolincin [Susannah MCMURRY (MCMURRAY) | : : I
Chart prinbng serice. . |[___] I
an=1db3 H: Bowles HOLMAN g
[Jahn William HOLMAN | |E:f'”r: t: D::ML :b
izabef
Malinda Francis "Fannie”™ HOLMAMN |
o Ea BETTLE: | Dr. Charles Morgan SETTLE M.D. I
(Moleta Edith PEDIGO | — = [Elizabeth C. SMITH >
10 May 1911 - 19 Feb 1991 {_ | |[Bartholomew LANE |
James A LANE
Elizabeth "Betsy” ALLEN
[James Harvey "Harve™ LANE | Iﬁ = e I
= e N | William JORDAN ]
RNefla Jane LANE = [urs_[JORDAN] ]
24 May 1881 - 31 Jul 1981 = [{unknown male or female) PENIX |
[Stephen Austin PENIX | | 1
Rachel Matilda PENIX =
- I [Joseph RAY |
[Naney Elizabeth RAY | = S ATITE i
ancy

Frict a kst

Figure 8. Opening the Reports Dialog

2. Choose "Repository List" (under the "Lists" item) from the list on the left side of the Reports
dialog. If you don't seethelist, click the plus signin front of the word "Lists" on the report
dialog to display al the available lists.

Choose your fonts, page layout, and print destination. Y ou may print to screen/printer or file.
Print Reports @

Marrative Fieports
[E] Box Chart Reports

=B Lists (@ PFrint all respositories in database
Address Labels
Address List (" Printa single repositony
Ahnentafel
Birthday and Anniversary List Select.. | NaRA (Seattle)
Correspondence List
Descendant List Printwhat information for each repositary
Eu’[;lifaie List [w Address [v Todotasks at repository
act Lis
Individual List [v Mate v Opentasks
Kinship List [v Completed tasks

Ir:dl:;?riggznl_?;tce Hst [ Sourcesinrepositon,

Missing Information List [ Actualtexdfrom source

rdultimedia List [ Comments about source

Flace List

Fiepositan: List [T 'Received correspondence

Saource List [ Full details

Statistics List

Surname Statistics List [ Print preparer's name/address?

Timeline List

To Do List
il ralendar

Helg... Frinter setup... ‘ Frint to |Screen,-"Printer - Create | Cancel

Figure 9. Report Dialog for Repository List

[v Full details

[ Correspondence with repositony
I~ 'sent correspondence

v‘ Fants... ‘ Lassout... ‘
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4.  Select your options from the repository report dialog (see Figure 9 above):

a

Print all repositories in database — Select this option to print alist of all the repositoriesin
the database. (NOTE: The “all repositories’ report can become quite lengthy, soit is
suggested that you may wish to include no more than repository addresses and notes.)

Print a single repository — Select this option to print asingle repository. Click the
"Select" button to choose the repository.

Address— Mark thisto print the full address for each repository.
Note — Mark this to print the notes for each repository.
Sources in repository — Mark this to print the sourcesin each repository.

i Actual text from source — Mark this to print the actual text from each source.
ii. Comments about source — Mark thisto print the comments about each source.

ToDo tasks at repository — Mark thisto print all the ToDo tasks for each repository.

I Open tasks — Print open todo tasks.
ii. Completed tasks — Print compl eted tasks.
iii. Full details— Print the full details about each ToDo task.

Correspondence with repository — Mark thisto print al correspondence with this
repository.

i Sent — Mark this to print correspondence you sent to the repository.
ii. Received — Mark thisto print correspondence you received from the repository.
iii. Full details— Print the full details about correspondence with the repository.

Print preparer's name/address - Mark this checkbox to print the preparer's name and
address at the end of thelist. Y ou enter the preparer's name and address from the options
dialog.

5.  Click the"Create" button to generate the printout to screen or file. If you print to screen, you can
send the report to your printer from the Print Preview.

a. Printto: screen/printer, *.PDFfile, *.RTF file, or *.TXT file.

NOTE: Repository figures are original with the author. Portions of the text are original with the author who, for this
presentation, expanded on portions of text that appears in the RootsMagic Online Help file. The RootsMagic Online Help
fileitself, and that portion of it which has been used here, is Copyright © 2000-05 RootsMagic, Inc. All rights reserved.
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Repositories— Some Tipsand | deas

Use repositories in conjunction with and linked to sources and detailed ToDo lists. Then,
before aresearch trip to a given repository, you can print all the open tasks for that repository
and have a complete list of everything you want to do while you are there. It is especially
helpful to have included the address, days and hours open, any driving directions, the name of
any contact person, etc. in the repository notesfield.

Sync afile copy of the repository ToDo List Repository to your Pocket PC. It will
automatically reformat to the appropriate screen size for the PPC and its Word or Acrobat
Reader software.

One of the best ways to get the appearance and have only the specific data you want in the
report isto check and uncheck options, and to keep experimenting and printing to screen
before you commit to paper or to afile.

A cemetery can also be arepository. A gravestoneis an origina source of information. A
cemetery is aplace, however it isaso arepository of gravestones. In addition to entering a
cemetery as aplace, you may also enter it also asarepository. If you wish to do this, you must
enter it separately in both places.

Sometimes you know a person is buried within a specific cemetery, and you want to visit there
to photograph the gravestone. Create a ToDo task for each person and link it to the cemetery
repository. Then when you are ready to visit the cemetery, you can print arepository ToDo
list for that cemetery and have a complete list of the names and gravestones you want to
photograph. This especially works well if you have made detailed notes on the ToDo list
regarding such things as the woman’s married name, burial plot locationsif you have found
them, etc.

In addition to standard repository examples such as libraries, archives and courthouses, some
sources might also be construed to be repositories, such as collections and/or family files. As
such, other examples of additional repositories might be:

Clipping Collections  (Example: “Myrtie Bickford Pedigo Clipping Collection”)
Family File Collections (Example: “Elane Pedigo Stringer Family Files’)

Individual sourcesfrom the collection, such as uncited obituaries, etc., can then still be cited as
sources and linked to the repository collection.
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Print aToDo Task List for a Single Repository

ToDo tasks must be previously entered and linked to arepository. The example report uses a cemetery

asarepository.

Repository List

Tvpe a repository to search S

. K5 Butler Co., Eldorado - Sunset Lawn Cem

. kS Clark Co., Minneola, Appleton Cemetemn

. kS Crawford Co., Pittzburg, Highland Park.

. kS Ford Co. - Bucklin Cemetery

. kS Ford Co. - Concord twp, Concord Cem

. K5 Franklin, Princeton, Princeton Cem.

. kS Kiowa Co., Greensburg - Fairvisw

. K5 Kiowa Co., Mullireillz - Hillzrest Cem

. k5 Meade Co.. Plaing, Plains Cem

;. KS Pratt Co., Pratt - Greenlawn Cemetery

. K5 Stafford Co., 5tJaohn - Fairview Park

. kY Waren Ca., Smiths Grove, Holman Cemn

. MO Green Co., Springfield, East Lawn Cemetery

;MO Henm Co., Deepwater - Deepwater Cem
A0 Hen eI

Cern: MO Jackson Co, K.C, Memarial Park Cemetem

. M0 5t Clair Co.. Lovary City - Breon Cem

. M0 5t Clair Co.. Lowary City - Loy City

. M0 5t Clair Co., Oscecla - Yeater/Cleveland

. M0 5t Clair Co., Dzceola, Osceola Cem

s it Whitrnan Co. - Eden Walley Cemeteny

Contact by email

Contact; by letter or phone call w

N

Lelete... |

Frrint... |

Cem: MO Henry, Clinton, Englewood Cem
Englewood Cemetery

400 5. Wanzant Rd.

Clinton [Heniy Co.). Missouri

Phone: (G50 855-0616

Hote

T41 R26 512, Clinton bwp, 400 5. Yansant Rd, Henry Co,
MO, B53 burials. Located on the southeast edge of the City
of Clintan, east of the southern intersection of 7 and 13 Hwys,
Take South 7 Hwy at stoplight one block., turn right [zouth].

Cloze

Fepositon List

v Address
¥ Note

" Print all resposzitories in database
* Print a single repository

Select.. | Cem: MO Henry, Clinkan, Englewond Cem

Print what information for each repositony

I Sources in repositary
I Actual tewt from source
I Comments about source

™ Print preparer's name/address?

v Todo tasks at repository
¥ Open tasks
[~ Completed tasks
¥ Full details

™ Corespondence with repositan
[ 'Sent' conespondence
[ Received conespondence
[ Full details

Eonts... Lapout. .

Help... ‘ Frinter setgp...‘

Pritik tar |Screem’F’rinter

:J Create |

Cancel J

2. Print single repository

3. Check “Address’, “Note”, “ToDo tasks at repository”, “Open tasks’, and “Full details’.

4. Select “Create” button.
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Repository Report

Cem: MO Henry, Clinton, Englewood Cem

Englewood Cemetery, 400 S. Vansant Rd., Clinton (Henry Co.), Missouri, Phone: (660) 885-8616

Note: T41 R26 S12, Clinton twp. 400 S. Vansant Rd, Henry Co, MO. 653 burials. Located on the
southeast edge of the City of Clinton, east of the southern intersection of 7 and 13 Hwys. Take
South 7 Hwy at stoplight one block, turn right (south).

ToDo:
1. Photograph gravestone (priority 1, open)
For: CoraBertha LANE-869 (L500).
Dates: started 20 Mar 2002.
Details. CoraBertha BAKER, Englewood Cemetery, Clinton, Henry Co., Missouri
Blk:108.5 Lot:0235.75 Gr:02
2. Photograph gravestone (priority 1, open)
For: Isaac Wesley BAKER-13481 (B260).
Dates: started 20 Mar 2002.
Details. Englewood Cemetery, Clinton, Henry Co., Missouri
Blk:108.5 Lot:0235.75 Gr:01
3. Photograph gravestone (priority 1, open)
For: Opal BAKER-13483 (B260).
Dates: started 20 Mar 2002.
Details. Opal KRATZER - Englewood Cemetery, Clinton, Henry Co., Missouri
Blk:211 Lot:0133 Gr:04
4. Photograph gravestone (priority 1, open)
For: Belmont G. BAKER-13484 (B260).
Dates: started 20 Mar 2002.
Details: Englewood Cemetery, Clinton, Henry Co., Missouri
Blk:108.5 Lot:0235.75 Gr:03
5. Photograph Gravestone (priority 1, open)
For: William Thomas KRATZER Sr.-14981 (K632).
Dates: started 20 Mar 2002.
Details. Englewood Cemetery, Clinton, Henry Co., Missouri
Blk:211 Lot:0133 Gr:05

Check for any additional KRATZERs in the cemetery and photograph stones if any are found.
Known KRATZERS (with currently unknown relationships) are:

KRATZER, John - b: Jun 4 1837 - d: Nov 29 1915 - sp: Margaret Y OUNG - bur: Blk:514
Lot:0369 Gr:01

KRATZER, Margaret YOUNG - b: Dec 16 1845 - d: Apr 8 1918 - sp: John KRATZER - bur:
Blk:514 Lot:0369 Gr:03
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