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Preface

There is more information available to you today than at any time in history.
Keeping track of all the details you find while doing family history research can
become a bit overwhelming. The strength of Clooz is to serve as your own data

repository for potentially useful information found in your research.

Clooz is unlike most other genealogy software which focus on people and how
they connect to one another (i.e., family trees). Building family trees and family
stories are most likely our ultimate objective when doing family history
research. Too often though in today's world of online hints and automated
suggestions we are encouraged to add people and events to our family tree
without trying to determine if it really is the right person or family. Done more
properly, we should gather all the information we can from documents and
other sources, and then analyze it with respect to other information we have
found to determine if the identities match those in our tree and the facts appear
to be correct. That's where Clooz comes in. Clooz is a document-based
approach to supporting family history research. It doesn't replace family tree-
type programs, rather it supplements them. Clooz can serve as a repository for
any of the information you find, whether it be census records, vital record
documents, newspaper articles or whatever. You can move the person,
events, and family structures described in an information record to your family

tree program once you determine it to be applicable to your persons of interest.

Clooz has been used by genealogy researchers since 1997, when it was first
developed by Elizabeth Kelley Kerstens and sold by Ancestor Detective, LLC.
In 2006, version 2 of Clooz was released, and then version 2.1 in 2007. In
December, 1211, Ancestor Detective announced the end of sales of the
program. Joe Bissett, a Clooz user since its initial introduction, knew the
potential of the program from his own genealogical research and acquired
Clooz on 1 January 2012. As soon as the announcement went public, |
contacted him since | too was user of Clooz with computer programming skills

and had a desire to develop a document-based program for my own family

Xiii



history research efforts. Together we formed Ancestral Systems, LLC, and
immediately began work producing version 3 of Clooz, which was released

later in July, 2012. In January, 2016, Joe retired from the company.

Now, after over 10 years of development and testing, Clooz has been
completely rewritten to provide many new features using more current
technologies. My main design goal was to have Clooz make it easier to follow
best practice research methods (improving the quality of family histories) with
an intuitive and flexible user interface. Clooz can be used many different ways.
There is no single prescribed workflow, rather you should use the program in a

way that feels comfortable to you and best meets your objectives.

I hope you find Clooz to be helpful in your research, whether serving as your
main digital data repository or perhaps reserved for special projects. | always

welcome feedback and suggestions (support@clooz.com).

Richard Thomas

President, Ancestral Systems, LLC
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User Guide Notation

Topics in this user guide sometimes include items with the following special

notation:

P These are key points about the feature being discussed,
presented this way for emphasis.

These are tips, included to show you suggested ways to use
or control a feature.

These are warnings of some limitation of the feature or
caution of actions to avoid.

N

p
D These are notes relating to the feature. They include
additional information about the feature.

N
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Chapter 1
Getting Started

Welcome to the Clooz community. We are proud to provide you with Clooz 4, a fresh
new version of our tool supporting genealogy and family history research. The
program has been totally rewritten and is much more powerful than ever before,
making it the biggest improvement Clooz users have ever seen. Clooz will help you
organize your family history records, documents, photographs, and notes so you
know what information you have and can find it quickly. Even more important, Clooz
will help you review the information contained in these documents to begin the
process of extracting the real evidence as it relates to the people and families in

your family tree.

What is Clooz?

You're probably familiar with other genealogy software programs. You enter the
names and pertinent information about people in your family, and based on their
relationships to one another, build a family tree. As you are building this family tree
you need to be looking at lots of documents and drawing conclusions about their
relevance. Is the person in a particular document the correct person you are looking
for? Inserting people into your family tree without first performing this analysis
makes your effort error prone. If you are following the best practices in family history
research, you are gathering all the information you can find. But often you end up
with piles of paper, notes, image files, and thousands of "hints" provided by your
favorite online data source. It can all be quite overwhelming. Here is where Clooz

enters the picture.
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Clooz is designed to support your research efforts by serving as a repository for all
the information you discover and believe may be of some value to you in your
research. In Clooz, it doesn't really matter whether the people included in that
information end up in your family tree or not, in fact family trees aren't even
something it provides. That's not its focus. It is used to help you keep track of what
you are searching for, maintain the information you find and index it to provide a way
to easily retrieve it later. It's an alternative to sticky notes and piles of papers, folders
and binders. Information Records are the core of Clooz. There is very little you can
document about a person in Clooz without first creating an Information Record. It is
for that reason Clooz is considered to have an evidence-based approach. If you are
attempting to research your family accurately through examination of real evidence,

then Clooz is for you.

Flexibility is one of the design goals of Clooz. There are usually multiple ways of
performing the same ultimate objective. Good software should provide you the
capabilities to do things the way you work, not force you to adapt your work flow to
what the program needs. Some users are meticulous about entering all the details
from each Information Source in order to get maximum benefit, others might be
using Clooz as an evidence-first way of updating their family tree software, and still
others might be just wanting to use Clooz for its data organization and indexing
capabilities. It's all up to you. In any case, Clooz supplements the other family-tree

based software programs; it does not replace them.

Clooz is an evidence-based approach to supporting your research effort following this
general process:

» Gather all the information you have found that might possibly be useful, citing
the source so that you know where you found it. No need to be concerned
about whether you have the right person or not at this point. If it's a possibility,
record it.

» Extract the details from each document to get all of the information it provides
for each of the persons mentioned in it. What does this single information
source by itself tell me about each person or family? Think of these snippets of
information regarding a person being a document persona.
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» Examine how the information from multiple sources may or may not fit together
to fully define a person. Once you determine that the persona identified in sev-
eral information sources are really the same person, merge them into one per-
son.

» After your analysis has been sufficient for you to conclude you have the cor-
rect person in the correct family, export it into your favorite family-tree type pro-
gram.

Clooz Data Organization

In this section we'll review the various types of data which you work with in Clooz.

Subjects

Research Planning Eailins ®
- . o L]
Projects Information Records m ii ii ii ii |7‘

Objectives REuie

2| 4——p Businesses
v= o s
- Aaal

Events Real Estate/Buildings

""" v

Wi
Repositories Sources Ships/Vessels

‘- . 4
Artifacts

Information Records

Information Records are the core of the Clooz data structure. There is not much you
can do in Clooz that doesn't involve an Information Record. Information Records are
where you enter the content data found in some information source, such as a
document. Subjects who are mentioned in the document are linked to the
Information Record and any information contained in the document is entered into

this Information Record. Digital media files can also be attached to Information
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Records. Data describing the information source itself is entered separately as a

Source Record.

Information Record content:

» User defined identifier

» Document date

» Location (what document applied
to)

» Date accessed

» User defined rating

» Description

e Subjects mentioned with inform-
ation details provided, including
actual name on document

 Digital media files can be attached

» Events list for any of the Subjects
included given supporting data

» Family relationships between the
included Subjects given sup-
porting data

» Links to search tasks which found
this Information Record

Subjects

Home Planning Repositories

Record Types

Q

LD All Records Types
It

Generic Records

:JI:I Censuses

= Civil Records
g

T
g Cultural / Religious Records

:D Directories and Registries

E mages & Recordings
E Land & Property Records
Mewspapers & Publications
M Personal Communications
/ Favorites

<

Sources

Information

Info Record 1D

Info Record

==l o wn R [SE] [p%]

=] (=]

ID

Personal

Census.1!

Subjects are the objects you are researching. These are usually people, however

Clooz also supports other types of Subjects such as businesses, real

estate/buildings, ships, and artifacts. You link Subjects to any Information records

that contain information about them. Family structures and events involving a




Getting Started

Subject can be created under each individual Information record (when the data

supports it).

When entering Information Records, if you are unsure about the
identity of a Subject (whether they are the same person as the
person you are intending) it is best to create a new Subject record
instead of linking to an existing one. At some later point in time
when you have made a proper judgment about the two Subject
records being the same person, you can merge the two Subjects
into one.

The data in Subjects records are meant to be based on your best assessment of all

the evidence contained in the Information Records they are linked to.

Subject Content:

» User definable fields (Alternate ID, User Field 1, User Field 2; Your own labels
for User Field 1 and 2 can be set in the program Options.)

» Name fields (standardized form as desired by user)

» Subject type dependent fields

( )
Person Business Real .Es:tate / Ship Artifact
Building
Birth Date E;‘sg‘ess Building Type |TypeofShip  |Type of Artifact
BirthLoca- | 4 Opened | Street address Country of Regis+y 1 ver
tion tration
Marriage Opening Former street , -
Date(s) Location name Call Sign Original Owner
Marriage . Shipping
. Date Closed |Latitude ) Current Owner
Location Line/Owner
Death Date || MalLoca- Longitude Date - 1stVoy- | 5 yner Contact Info
tion age
Death Loca- |Owner's . Date - Last Voy- |Date/Location
. Date Built
tion Name age Made
Sex Date Des- Date/Location
troyed Lost/Disposed
o o
\StI” living Provenance )
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Keep in mind that artifacts (as Subjects) are something you are
researching or tracking (provenance). For example, researching
the history of a family heirloom. If an artifact (for example, a family
Bible) is the source of some information you use, then it should be
a Source. An artifact can be both a Source and a Subject.

Families and Events

Within the context of a single Information Record, you can create a family structure
and define events for the linked Subjects when the information contained in the
record includes family relationships or data sufficient to define an event involving
the Subject. These family structures and events only reflect the data contained in
this Information Record, and no other data. One of these family structures typically
does not describe the whole family, just two or more people documented in this
record (think of how censuses for a family evolve over the years as new children
appear and older children leave the household). All of this supports the ability to
view all of the family records and events related to an individual Subject across
multiple Information Records, allowing correlation and consistency analysis to be

done to draw conclusions and develop the complete description of a Subject.
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Family record content

e Subject members (parent/child
designation)

o

o

o

o

o

Sources

Parental relationships
Rationale
Informant
Evidence Assessment

Confidence Rating (User
defined)

Rationale
Informant
Evidence Assessment
Confidence Rating (User defined)

Event record content

e Subject members (Primary and
Witnesses)

[¢]

[¢]

[¢]

[¢]

[¢]

Event notes

Rationale

Informant

Evidence Assessment

Confidence Rating (User
defined)

» Eventtype

e« Date

e Location

¢ Place Detail

» Description

« Rationale

e |[nformant

e Evidence Assessment

» Confidence Rating (User defined)

Source records are where you enter data about the source (ex., title, author,

publishing information) to identify where the data in an Information Record came

from. The data in a Source record comprise a major part of formal source citations,

but not all. Some details normally included in source citations come from the

Information Record. Clooz is focused on collecting the data needed for complete

and accurate source citations, with the final format of source citation data left to the

user as part of follow-on publishing using other software since the guidelines for

citation formats can vary depending on where the data are published.
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Source types:

Book

Certificate

Journal

Newspaper

Register

Document

Image

Website

Personal Communication

Source record content:

Title

Label (A user controlled descriptive label to show on internal Clooz lists)
Author or Creator

Facility identification and call number information (filing, collection numbers,
etc)

Date accessed

Publishing details

User Rating (arbitrary definition controlled by user; positive stars or negative
X's)

Published URL

Original source credit line

Digital media files can be attached

Links to tasks involving the source (Research Planning)

Repositories

A Repository is the facility (such as a library) or online data service (the large

Internet web sites serving as a virtual libraries) where sources were found.
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Repository record content:

» Name of the Repository

Standard address fields

Email address and Home Page URL

Digital media files can be attached

Links to tasks involving the repository (link to Research Planning)

Research Planning

Project records are research planning efforts you Research Planning
define which are comprised of multiple objectives and T
tasks to complete them. This can be focused on a
family, family line(s), lineages, pedigrees or any other Objectives
overall goal of your choosing. Tasks

v —

v —
Project record content: v=

o Title

» User defined identifier

» Status with flags for completed or hidden
(archived)

 Priority rating

e User defined rating

e Purpose

» Description

Research objectives are descriptions of what you are trying to accomplish as part of
an overall research planning project. An objective is recommended to be a question
to be answered or some other goal for which you can determine has been has been
answered or completed. Each objective include any number of tasks detailing the

activities you need to perform to complete the objective.
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Research Objective content:

o Title

» User defined identifier

» Status with flags for completed and hidden (archived)
 Priority rating

e User defined rating

» Objective statement

« Knowledge known

e Hypothesis

» Conclusions

» Links to Subjects associated with this objective

Tasks are activities you need to perform while completing an objective. These are
usually searches, analysis or administrative actions. You can define repositories or
known sources to be searched. Resulting Information Records generated by the

search can be linked to these tasks as search results.

Task record content:

o Title

» User defined identifier

e Type of task (search, analysis, or other)

» Start and Completion dates

» Status with flags for completed and hidden (archived)
 Priority rating

e User defined rating

e Search Parameters

» Task Description

» Results Description

» Default Source (for Information Records generated under this task)

-10 -
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Clooz Terminology

Here is a list of common terms used in Clooz and their meaning:

A
Artifact
Artifacts are one of the Subject types in Clooz. They are meant to represent
physical objects that have some significance in your research or family history.
B
Building
Real estate or buildings is a Subject type in Clooz. This could be any type of
property: land plot, farm, building, etc.
C

Composite View
A screen layout in Clooz similar to a grid, but containing a hierarchical structure
of expandable groups of rows displayed in a parent-child type arrangement.

Context Menu
The menu window that often appears when you right-click something on the
screen.

E

External File
A database or GEDCOM file independent of the currently open Clooz database.
These usually support other family tree programs, although it could be a dif-
ferent Clooz database.

G

Grid
A screen layout in Clooz that appears like a spreadsheet, with rows and
columns.

-11 -
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Information Record
Information Records in Clooz hold the content information coming from a doc-
ument or other source. These differ from a Source record that contains most of
the citation information describing the docment, or the Repository record refer-
ring to the facility or online service where the document was found.

M

Media
A digital file containing an image, text, spreadsheet, video, audio, or any other
format. These can be attached to various records in Clooz as digital rep-
resentations of source document content, or as Information Records (as pho-
tographs, maps, videos, or audio independent of a specific source document).

R

Real Estate
Real estate or buildings is a Subject type in Clooz. This could be any type of
property: land plot, farm, building, etc.

Repository

Where a source document or item was found. This could be a physical library
facility or online data provider.

Research Objective
What you are trying to accomplish while researching some specific issue, ques-
tion, or hypothesis.

Research Project
A user-defined grouping of research objectives and tasks having something in
common.

Research Task
A search or analysis action to be conducted while attempting to fulfill a
Research Obijective.

S

Source
A source record in Clooz should be viewed as the higher level components of a
source citation. Citation details are pulled from the citing Information Record.
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Subject
Subjects are the objects you are gathering information about. In most cases
with Clooz, this is people. However, Clooz supports several other types of sub-
jects such as businesses, real estate/buildings, ships and artifacts.

Subject Records
These are records in the Clooz database representing the Subjects being
researched, and contain summary information about the Subject such as the
birth, marriage, and death dates for people.

T
Template
A pre-determined set of data fields designed to match a specific type of source
document.
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Examples of ways to use Clooz

Clooz is designed to meet your needs without forcing you to do things in a
prescribed order. Use it in a way that feels natural to you. At the same time, once
you determine your objectives in using Clooz, it's a good idea for you to become
familiar with the program features to allow you to work in the most effective manner.

Let’s examine a few examples of how different users would best use Clooz.

Case Study #1 — Data already in a family tree software database

Joan is a new Clooz user who has been building her family tree using Family Tree
Maker software for the last decade. She has gathered lots of data and has over a
few thousand people in her family tree database. Much of the data (including
censuses, vital records, immigration records, and church records) have been
documented in Family Tree Maker as sources, and physical copies of the
documents have been filed according to document type. Joan loves to search and
find new information, more so than filling out computer screens of information, so
she also has accumulated a pile of copies of documents from her more recent

research that has not yet been ‘processed’ into her Family Tree Maker database.

Joan is intrigued by Clooz’s features, but has serious concerns about retyping all of

her document records into Clooz. She wonders how she might use Clooz.
Here’s how:

Since Joan already has a substantial amount of research already done, with people
in her Family Tree Maker database, her first step should be to import those people
and sources into Clooz using a GEDCOM file (since Clooz only presently supports
direct importing from current versions of Legacy Family Tree, RootsMagic, Family

Historian, and Ancestral Quest).

Joan decides that many of her ancestral lines have been sufficiently researched,
and does not want to take the time to detail them further in Clooz at this time. Maybe

someday when she has time, because she ultimately does want to use Clooz as the
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focus of her document repository. While Clooz could easily help her locate files
containing physical copies of the documents, she likes the idea of a paperless

approach where images of her documents are always at her fingertips.

Dealing with her backlog of processing documents more recently found is Joan’s top
priority. She enters these into Clooz, and uses the new feature for letting Clooz
create new people for each one contained in the document. Then she can begin to
make the decisions on whether these are the same people as those in her tree, and
merge them together. Joan’s research techniques had matured over the years, and
now she knew not to just throw people into her family tree without substantial
analysis and proof. Once she considered it proven, she would enter the person in
her family tree. She then exported the people, events and parent/child relationships
via GEDCOM back to Family Tree Maker, using Family Tree Maker tools to resolve

any duplication conflicts..

Finally, Joan knew that some of her ancestral lines were only partially complete.
She then decided to enter the document information for those people into Clooz to
allow for more thorough reporting and analysis, being able to see all of the evidence
available to her. She already knew for sure that the people named in the documents
were ones in her tree, so she used the traditional Clooz approach of linking existing
people to the documents she entered. This saved the step of having to merge
people records later. She was amazed to discover, like many Clooz users over the
past years have reported, that during the process of entering the document
information into Clooz, it forced her to pay attention to the details contained in the
document, and in fact identified additional clues regarding her ancestors. Maybe

she wouldn’t put off entering all her documents after all.

Case Study #2 — The Reformed Researcher

Frank has been gathering family tree information for a few years, and like Joan,
uses lineage-linked software to create beautiful family tree charts. He doesn’t have
a whole lot of document files, but there are two boxes of stuff under the table beside

his computer. He has collected GEDCOM files from all over, where ever he could
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find them, and diligently enters the source of the GEDCOMs in his database.
Sources are important you know. One year, Frank attended a National Genealogical
Society Family History Conference in a city near his home. While listening to Joan
give a talk on using document evidence to prove family relationships, he was just
overcome with the realization his prize family tree database was, frankly speaking,

garbage.

It was time for Frank to rebuild his family tree with adequate evidence and
documentation. He saw a mention on Facebook to a program called Clooz. The
notion of evidence-based analysis of information made perfect sense to him,
besides, Clooz imported GEDCOM files.

Frank decided he would use Clooz as his primary research tool:

He would start with a clean new Clooz database and dig out those two boxes of stuff
under the table to see if there was in fact, anything useful. He did find a few birth
records and immigration documents from his great grandparents. Frank then used
his new smartphone to make digital copies of the documents and setup a special
folder directory to organize his digital file attachments into one general location on
his computer. While looking at the list of files using the Windows Explorer program,

he was able to simply drag and drop them into Clooz.

Frank was given a subscription to an online data provider, and after the little green
leaf lit up, started doing searches for all sorts of documents and information. He was
able to save digital copies of documents on his computer, and drag them into Clooz.
He could even highlight the source citation information on the data provider's web
page and drag it into Clooz. It didn’t automatically get dissected and reformatted
(wouldn’t that be nice), but at least the information was captured. He could then
easily fill out Clooz’s form for the source by copy/pasting segments from what he
had captured. Less typing is good he thought. As Frank was creating Information
Records in Clooz for each of the documentation items he found, he could setup any

number of events and parent/child relationships for the people mentioned, at least
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as things looked using that particular information source. Other documents might

show conflicting event details that he would later have to evaluate.

Using the documents Frank was entering, he entered the details related to each
person listed in the document and let Clooz generate a new person record and link it
to the document. After entering all the documents he could find that might relate to
the family he was interested in, he printed himself a few reports and sat back to mull
over what it all meant. Finally he was able to prove to himself that several of the
documents related to the same person, so he merged those people together, and
added a remark to the combined set of records detailing his logic. Joan would be

proud he thought. He was now on the way to building a well-founded family tree.

Case Study #3 — The Professional

Elizabeth was a certified genealogist for many years. People would come to her with
the most extremely difficult cases. One of her problem solving approaches was to
do single surname studies in discrete geographic locations. She was proficient at
using a spreadsheet program, but sometimes it just fell a bit short in terms of fully
meeting her needs. She had an old copy of Clooz, but it was somewhat limited.
Then she heard the new version 4 had all kinds of new features, with more flexibility

to do what you need. She gave it a try.
Elizabeth decided to integrate Clooz into her work in several ways:

She used Clooz to record census records of a particular surname she was
researching in a region of Pennsylvania. She captured digital images and attached
them to each of the documents she recorded. Elizabeth found that treating census
enumeration districts as ‘documents’ in Clooz seemed to work the best for her.
Clooz version 3 allowed her to attach multiple digital files (one for each page) to the
same document. The whole surname study was put in a database of its own. She
could always merge the Clooz databases later if there was reason to look at all the

data together.
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Elizabeth found that the reports Clooz generated could be exported into a variety of
file types. The Adobe pdf files were good, and other formats would allow further
reformatting using her suite of office applications. She could include the generated

reports in the overall report to her customer.

Since Elizabeth had all sorts of projects, she ended up with various external
lineage-linked databases. She ended up importing individual records from many of
the databases. Clooz could identify which file a person’s record came from and what
their identification number was in the other database. This allowed her to be able to
reference and locate people accurately between her various digital tools. She was

convinced that Clooz belonged in her toolkit.

Case Study #4 - The Grandmother's scrapbooks

Margaret loved to collect pictures, school papers, newspaper clippings, and
whatever else she could get he hands on related to her children and grandchildren.
Over the years the family grew and she was finding more and more items to add to
scrapbooks she had setup. Unfortunately, she had not imagined how big of a
collection it would end up being, or even the number of extended family members
that would ultimately be included. Her method of organizing things in annual
scrapbooks was making it difficult to locate all of the relevant items for a particular
person or family. She did have a friend who was a genealogy addict though, and this
friend recommended using a program she used called Clooz to setup an index to all

her scrapbooks. She decided to give it a try.

Margaret labeled the scrapbooks and created Source records in Clooz for each
scrapbook, and then entered all of her family members into Clooz as Subjects. That
was all pretty easy. The more challenging part was going through each scrapbook
and creating an Information Record in Clooz for each article, photo, or other item.
As part of that record she would link in the various family members who were
mentioned or shown in the item. She could have digitized the items to create digital
scrapbooks, but decided the indexing would be sufficient for her immediate needs.

Once completed, Margaret could then view lists of all the items (and their location in
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the scrapbook collection) for each person. Who knows she thought, maybe

someday she'll dabble a little in her family history.

Case Study #5 - Inventory of Family Stories and Heirlooms

Francis has assembled a collection of family items that have been passed down
over the years for earlier generations. A number of them had some stories
associated with them, like the time Grandma Mable wore her favorite brooch to the
square dance where she met Grandpa Fred, or Grandpa Barney getting in trouble
for carving his initials in the stock of his dad's shotgun. She saw Clooz was now
supporting artifacts as a Subject type, so she decided it was a good way to organize

all the information.

She created Information Records for each of the family stories and cited the Source
of where she heard or read about the episode. She then linked the Subject records
for all the people in each story to the record, along with the Subject record for the
artifact itself. Now she could easily list all the artifacts a particular person was
involved with, or all the people who had some interaction with an artifact. After
dealing with all the artifacts she had, she kept on adding stories and linking the

appropriate people to them. This was really helping to bring her family history alive.
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Using Clooz the first time

Learning how to use a new program can be overwhelming, especially when its
approach is as different as Clooz is from typical genealogy programs and is rich in
features. Using Clooz need not be difficult. This section will describe a few basic

steps you can take when first using Clooz to get you oriented.

Steps to follow when using Clooz for the first time

Perhaps you are using Clooz for the first time. Here are a few steps to help you get

oriented and start your first Clooz database:

1. Install the Clooz program, if not already installed on your computer. It's much

the same as any standard Windows program. Step by Step instructions are

available. On running Clooz the first time it will request you to enter your serial
number (received when you purchased a Clooz user license). If you already
have Clooz installed using a trial serial number, just enter your paid serial
number when requested, or go to the Clooz license information screen under

the Home tab, Tools.
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2. Start up Clooz. Clooz stores its data 8L - Clooz by Ancestral Systems LLC

in database files, much the same Home
way that word processors save B New Most recent
information in various document
- .
. pen
files, or spreadsheet programs save N
information in spreadsheet files. As a Open an existing Clooz data file.

first step, open the Sample.clz T,
database provided during the Clooz
installation in the Clooz Data folder

within your main Documents folder.

Options
To open a database, click on the Tools
Home tab if not already selected. Help
Then click on the Open Database I:g._ F
button and select the Sample.clz
database file from the window that
pops up.
ﬂil Select an existing database to open x
) » ThisPC » Documents » Clooz Data » Da
Qrganize New folder =~ ™ @
] Documents Name ' Status Date modified Type
PN Pictures BackupRepository @ 9/15/2022 10:22 PM File fol
B Music Media @ Y] File folde
'I‘ Videos B Sample.clz
% OneDrive - Perso
~ [l This PC
@l Desktop
J Documents
v Downloads
) Music
File name: || +|  Clooz 4 databases (".clz)
Open Cancel
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3. When opening a database the first time in Clooz, you will be requested to enter
a User Name. This can be any name you desire. Clooz will be using it when
tracking who is modifying the data.

£ User Name = O X

Enter or select your user name:

v OK X Cancel

4. After opening the Sample.clz database, you will automatically be switched to
the Information Records tab (you can customize the start-up tab selection in
the program options later). The tabs on the top will switch you to that screen.
Click on the Subjects tab. Subjects in Clooz are what you are gathering
information about (your research subjects). They are usually people, but could

also be businesses, real estate (or buildings), ships or artifacts.

Most of the main tabs in Clooz show the same overall layout, although the data

contained will be different. Here is what we call the various screen

components:
Main Screen Tabs
—_———— Fe———=——]s==_Toolbar :
by e .
T
Navigation | i O s
Panel |} == = Main Data Area

| — LStatus bar
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5. Select the type of Subject you want to see in the main data area by clicking on

the type in the Navigation Panel.

Database: NewSample:clz - Clooz by Ancestral Systems LLC Clooz 4 - o x

n | Subjects | Reports

Subject Types ame ~ || Starts With - O search ~ YV Filter + Clear  [=5] Show Composite

B'j. - Alternate ID Sumame | GivenName(s) | OtherSumames | Gender Bith Maried Death Remarks Dete Updated

1 Davis Ruth Sarsh Davies | Thomss F 8 Apr 1892 9 Dec 1980 1610l 2022
E Businesses 2 Davies Sarnuel Winfield | Davis M 22 5ep 1261 bt 1884 28Feb 1023 201 2022
- 3 Shopbell CiaraGusse  |Davs|Davies  F 17 Feb 1865 bt 188 Jan 1925 16.Ju 2022
4 Davis Atthur Davies M May 1885 Abt from 1866 to 1967 16101 2022
W stipsivessets 5 Davies William Lesiie | Davis M 7 Dec 1889 20 Mar 1962 16102022
— 5 Davis Samuel W M Abt from 1902 to 1903 24 Aot from 1954 to 1960 16.u 2022
! Arfacts 7 Davis CrarlesE At from 1996 t 1607 13102022
8 Davis Blanche R. 16.Jul 2022
9 Davis Nelie € Stepp F 2Jun 1900 Abt 1926 11 Apr 1022 13Ju 2022

10 Stepp John McClenan M 15 Aug 1694 Abt 1526 25)un 1952 312022

n Davies Edward C. M 31Dec 1848 1098 Ruth Sarah Davs refered to Edar...| 3 Jul 2022

2 Samantha Davies F 1922 3012022
Click on the Subject type to list Daviz oS Devies M ‘ e
that type. 4 Oais George W Davis M 3Jin 1949 iz
15 John Davis M 27302022
16 William W, Davis M 2012022
i Davis M 10 Dec 1958 27302022
Davies Isaiah Davis M 8 bt 1879 1928 Isaiah and Susan had two other ch... 27 Jul 2022
Davies Jacab Davis M 18 Dec 1854 281 2022
2 Davies Sarsh Devis F 25525 150 18 Feb 1871 201012022

21 Davies SarahE. F 1879 312022

2 Susannah Davies F Apr 1360 bt 1879 3512022

2 Davies Elmer () B ™ Aug 1860 3012022

2% Davies Emerson Royden M 85ep 1882 3112022

25 Davies Curts M Oct 1884 3012022

Davies Clayton H M Sep 1087 312022

27 Davies Grace F sep 1892 312022

2 Davies Forest M 23 Jal 1898 312022
2 Lotovich Stells Davis £ Abt 1904 bt 1924 16102022

20 Nall Lucia B, Davis F Abt 1909 Abt 1929 31202

B Davies Jonn M 28 Aug 1652 Bef 1360 3012022
2 Davies Susannah F 70ct 1863 201 2022

2 Channat Parisl " Bt 1an 1847 and 12 1212022

*BETA v4.0.0.146™" - DAMy Documents\Clooz Beta Data\NewSampleclz  Primary External File: None designated

Subject records are where you save your preferred name for each person (or
other subject type), and other vital event dates and locations you have
concluded to be correct based on all the information you have gathered in your
research. The details provided by the various documents supporting this are

entered as Information records (a different tab).
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0. Database: MewSample.clz - Clooz by Ancestral Systems LLC
Home Planning Repositones Sources Information
Record Types £ Info Record 1D

LLD All Information Records

I
Generic Records v
JEI Censuses
=, Civil Records -~
g
3 =L \ital Records
g

4 iH= Educational Records

Diploma / Graduation-Related Records

School Attendance Records

b _1; Legal Records
4 G Migration & Travel Records
el

A, Military Records

Info Record

ra

L= I | RN SN R |

[==]

D

Click on the Information tab to see
the list of Information records. This
is where you keep information
found in documents, books,
websites, or any other type of
information source. Higher-level
citation information will be saved

in Source records (another tab).

The Information Record tab is one
of several features where you will
spend most of your time. There
are editing templates (Navigation
Panel on left side of main window)
for various document types. The
individual templates are grouped

into categories. Click a template or

category to see those types of Information Records in the main list.

Clicking on a category also opens up a list of templates (or other more specific

categories). Click on Civil Records to see the list of categories it contains, and

then Education Records to see specific template types.
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7.

Information records consist of two main components: Common Information

and Information Details.

Information Records

Common Information

Information Details

Information applicable to
the entire record.

Information for individual
Subjects (people or other
Subject types).

Examples

Date of record

Main event type / date
Location (e.g., Country, State,
County, City, District)

Name

House number, Street
Role/Family Relationships

Age, Birth Place, Occupation, ...

When editing an Information record, the template will be showing each of

these components in separate areas.

To edit an Information record, double click the record in the main list or right

click and select Edit Item from the menu that pops up.
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8. Here is an example of editing an Information record. First click on All Record

Types in the Navigation Panel to show all records in the main list. Now double

click on record 13, a Military Service Record.

Database: NewSampleclz - Clooz by Ancestral Systems LLC
Personal File ID:
Decument or Source Area of Coverage:

Country: | Us

Township: City:
Date Accessed: | 17 Jul 2022 | User Rating

Document Description:

Document Date:

| Pennsyhania

nformation Record Editor -~ Draft and Enlistmer

5 June v | 1917 Document Number: | 157 (stamped.

Common Information

Subjectlist  (Double click subject to edit details)
Subject | Subject
e B Alt.ID Page Line
+ & |4

Subjects List

v4.00.146 - D:AMy Documents\Clooz 4 Data\NewSample.clz

County: | Northumberland C... Parish:
Draft Board | 3
=+
Show Details for Selected Subject
Subject's Name Mame as in ent Role Primary? | Details
William E Thomas Wm Edgar Thomas 4 v

Subject Type
Person MR T & Link

| Copy selected subject's details

Primary External File: None designated

- a X
Source | Subject  Media  Events  Family  Tasks
Source for this record (select ane, o leave blank for new source):
US, Warld War | Draft Registration Cards (Ancestry) ~
Repository:
Ancestry M= P4E S
Source Type: | Document - | 2 copy
Source ID 13
Location (if
Owned)

Source Name | US, World War | Draft Registration Cards (Ancestry)
Source Title | U.S., World War | Draft Registration Cards, 1917-1918
Source Creator
ltem Number

File Number
Collection No.
Cost (if Purchased)
File or Callection
User Rating - |+

Bansnriirtinm Infrrmatin (Fy mirenfilm (1) Inbarmafl

QuickCapture  Remarks  Source Media

. Save and Start

. Cancel
New Info Record x

+ Save Record

Editing: Information Record
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This is an example of a Form-based template. It is most similar to the format
used in Clooz 3. You select the Subject and then the Show Details button to
see their information (or simply double-click on the Subject row). The fields for
their detailed information will now appear in the top panel of the window. You
can return to the Common Information by clicking the Show Main Information

Record Form button, or select another Subject if there is one.

Information Record Editor - Draft and Enlistment Records / Document ID: 13

Given Title Title
Page(s: n name: Wi
agefs) Line Sumame: Thomas Mo | Wm Edgar (prefi (sutfn):
Primary 7 [v
Birth Date: | 22 June 1890 Birth Place: | Shamakin, Pa, US. Sex: Age: | 27 Race: | Caucassian
Marital ext of
Sa,” Widower | Dependents: |1 child Next of Kin: relationship to
tatus: Idi
Most recent residence:
House No.: (1003 | Street: |W. Mulberry City: | Shamokin Township: Parish:
- - State/
County: | Northumberiand C. Pennsylvania Country: | US
Province:
Chilian [ ting Engin Empl P&R C& Co, Shamoki Educat Rel
Occumat cisting Engin.. P R CB Co, Shamokin,.. | Education g
Height: | Short Weight: | Medium | Hair Color: | Brown Eye Color: | Brown Complexion:
Father: foth
4 diltary

Grade/Rank:

e Military Unit:
Subject List:  (Double click subject to edit details)
S#bﬁit Subject | e 1p Page Line Subject's Name Name as in document =+
yoe | 1D
o & Willizr € Thomas W Edgar Thomas v v - izl 0
Q Remarks  Source Medi

red Save al -
& Link o Javeanastart + saveRecord | | X Cancel

%400.146 - D:\My Documents\Clooz 4 Data\NewSample.clz Primary Exteral File: None designated Editing: Information Record

There are a number of powerful feature in the right-side panel. There are tabs
for each one. We'll introduce a couple here to get you started, but you'll need

to see the additional help topics related to them for further details.

Initially, the Source tab is selected. This is where you can select and existing
Source providing a higher-level citation describing where the information in
this record came from, or even create a new Source record. These are the
same fields available in the editor under the main Source tab (main Clooz

screen).
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9. Click on the Subject tab in the right-side panel. You can now edit the Subject

Record for the Subject who is currently selected in the list of Subjects.

S Database: NewSample.clz - Clooz by Ancestral Systems LLC Information Record Editor -— Draft and Enlistment Records / Document ID: 13 ?

. . . S source [ Subject | Media  femts  Family  Tasks
Pagels): Line Sumame: | Thomas VS [ Edgar e e

Name: (prefix: (suffix: Sumame Given Name
. . Thom William E
Prefix Suffi
Birth Date: | 22 June 1890 Birth Place: | Shamokin, Pa, UL, Sex Ca
Nickname A
';'t‘"t‘i‘ Widower | Dependents: | 1 child Next of Kin:
Married N

Most recent residence:

House Nei 1002 | Street| W, Mulbarry City| Shamakin Tounship: L
N . State/ i
County: | Nort o | ot pennsy Country: | Us - 05
cer Field 1
Chilizn nc
Geoontian [ oisting Engi Employer: | PAR CAd Co, Shamokin.. Educstion .
Height: | Short Weight: | Medium Hair Celor: | Brown Eye Celor: | Brown Complexion: Date Bet Jan 1890 and Jan 1891
e Mot Locstion | Pennsyl
Ailitary Date(s)
Paca o
Grade/Rank Locstion
Miitary Unit o || Desth  Dat
Subjectlist  (Double click subject to edit Form Location
S#bﬁ“ S“‘bl;" Al D Page Line Subject's Name Name as in document Contact Information:
vpe Address
. & % William E Thomas Win Edgar Thomas v v - Email
Remaris
. " 5 Save and Sta
&) New | | & Link o S2ve and start  SaveRecord | | ¥ Cancel
. New Info Record
d subject's details
v4.00.146 - D:\My Documents\Clooz 4 Data\NewSample.clz Primary External File: None designated Editing: Information Record

Remember that the Subject record is your overall record for this person
(versus the set of information presented in a single document). As you
accumulate information you draw new conclusions and keep the Subject
record up to date. You should enter the actual name (and spelling) shown in
the document in the Information Record details for this person, and your

preferred proper name form (birth name) in the Subject fields.
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10. Clicking the Media tab will show what digital media files are attached to this
Information Record. Digital files can easily be linked by dragging and dropping

them into this panel.

- o x
=) sowce  subjct | Medn | bverts _famiy _Tasks
W E Thomas WW1 Draft Reg jpg
Shamkin, Pa. US. Sex Age: 27 Race: | Caucassian Path: | DMy Do ta\Media\Sample Media\Wm E Thon V]
T Dntt Reging
Nextof .
- -
high 96)0p
iy [Shamkin Pars  Medi e
us
i el
. Comploion Click image to display
the media viewer
Witary Uit
e i ;
N R ; o
& 4% i W Edgar Thomas o VI
P L
4 X Cancel
iing: formaton R

V400,146 - DMy Documents\Clooz 4 Data\NewSample.ciz Primary External File:

To activate the internal Media Viewer in Clooz, just click on the media item's
thumbnail image. The Media Viewer has many features itself, and is covered

in other help topics.

R Datobases NewSamplectz - Clooz by Ancestal Systems LIC nfomation Record Edltor — Draft and Elistment Records / Document 0 13 2 - o x

re  Subject | Media | Events  Famiy Tasks

Wm E Thomas WW1 Draft Reg.jpg [I]

ta\Media\Sample Media\Wm E Thomas WW1 C|

4 nucismaation cano g

qqqqq T
s Win
&&&& (prefix): (suffi
i
ki Pa. U - S
Nextof i
Gy [Shamokin Pars
i
| e e i
& |4 L m Edgar The 9 =
+seectrie || 4w
o
£ + Save Rec X c:
Ediing formaton R

V400,146 - DAMy Documents\Clooz 4 Data\NewSample.ciz Primary Externa File:
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11.

The Events tab is where you can Source  Subed Medn | Bvens | Temly Tk
extract any number of events from the | » smhmwaramm Willam € Thomas o
Information record. The idea here is ’ de :::::E::
4" Physical Descrpton Willar € Thomes

that you are only describing events Date 5 Jun 1917

Location Northumberiand County, Peangyharia, US
that are entirely supported by Place Detait

Descrption: Height: Short. Weight: Medium;: Eye color:Bro..
information in this record. The event ol
information may ultimately conflict —m
with events described in other M*'tF‘D“g - =+
Information records. Contracting and b WillamEThomes | Principe
comparing all of these events in the
end is what allows you to develop an
accurate and reliable family history.
Click the AutoGenerate Events button
to have Clooz attempt to identify
events. In cases where insufficient
data exists or human insight is e || Add New svent
required, click the Add New Event to pomemasan | [ o T

add an event. Additional commands

are available in the right-click context menus.

The Family tab is similar where you can designate parent-child relationships

within family units.

In both of these tabs remember to only include items where the evidence in

this specific Information Record alone supports them.
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12. To add a Subject to the Information record, select the desired Subject Type at
the bottom of the editor window and then click on New (to add a new blank

Subject) or Link (to select an existing Subject from the list that pops up).

23 Select subject to link to document
Name ~ | Starts With - L search = T Fitter = Clear

Stepp

Davies F 1847
=+ rMew subject " Link Selected ¥ cancel

Subject Type

Person - j..' MNew (5‘" Link

v| Copy selected subject's details

13. Finally, when you are finished editing click the Save Record button if you made

changes or Cancel to close the editor.
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14. Tabular record types, such as censuses and church record books, have editor
templates that are grid-based. Instead of having a form type layout of fields,
there is a spreadsheet like layout where each Subject occupies one row along

with their data.

For an example of this editor format, double-click Information record 3 on the
main list of Information records, which is a 1900 US Census. The grid columns

match the actual census forms and the grid can be edited directly.

-
8 Database: NewSample.lz - Clooz by Ancestral Systems LLC Information Record Editor -+~ 1900 US Census, population / Document ID:3 ? - O X

ersonal File ID: Census Date: 1 June 1900 Country: US
State: | Pennsyluania County: | Schuylkill County
Nam Enu
Ward of city Rej
nstituti Ward of city: | 3 District N B
Ancest =z +
Date E|  UserRating: =¥ i
Source Type: | Regists Copy
Docur
Source ID 1
@
ed)
Source Name | US, 1900 Federal Census (Ancestry)
Source Title | 1900 United States Federal Census,..
Sou
Schedule 1 | Special Inquiries Relating to Indians Item Num
A ] oA
File Num
. Calection N
Street N Rela R E
Page | L
Cost (i Purchased)
File or Callection | US Federal Census Collection =
5 JUN 1900 &8 7 N West 5t Samuel W Head WM
5 JUN 1900 68 76 I v GG Wife woF
5 JUN 1900 & 7 Arthur H Son WM
Harry S. Davis [13] 5 JUN 1900 6B 78 Harry S. Son w M
5 JUN 1900 6B 79 William W. Son w M
5 JUN 1900 6B 80 Ruth Daughter w F
5 JUN 1900 6B 81 Blanchs Daughter w F
5 JUN 1900 7 82 Terr Servant woF
< Quick Capf Remarks S¢ Medi
w | [ & Save and Sta
&) New | | & Link +5 f‘”;d;‘ " ,  SaveRecord | | X Cancel
| Copy selacted subject's details e Infe Record
V400,145 - DAMy Documents\Clooz 4 Data\NewSample.clz Primary External File: None designated Editing: Information Record

The rest of the editor works the same as the form-based layout.

15. Explore the different main tab screens and exercise the editor in each by
editing records in this sample database. You can experiment by creating new
records as well. Become familiar with how the editors are organized, with data
common to the entire record in the top section. Most editor types have side
panels on the right side which allow you to display and edit additional related
information. Check out the additional help topics as you discover new

features.

-32-



Getting Started

16. When you've explored enough and believe you are ready to start working on
your own data, you first need to create a new database file to hold your
information. You can do all your work using this one database file, or divide it
up as necessary into as many database files as you need. To create the new
database, go to the Home tab and click on the New button. You will then have
to enter the name and location of this file you want to setup. We recommend
keeping all your Clooz files in the Clooz Data folder, but that's up to you. Once
named and created, your database is now ready and you are ready to start

adding information to what is first appearing as a bunch of blank screens.

Tips for using Clooz

Here are some tips to make it easier for you as you use Clooz:

* Spend some time experimenting with the Clooz sample.clz database
to gain an understanding of how Clooz is structured and how things

work.

* Keep your main focus on the documents or other sources of
information you are going to enter. Most work in Clooz centers around
the Information Records you create to hold the contents of these
information sources. You'll add the people the information covers as

part of that.

* Don't replicate your complete list of people from other genealogy
programs you use in Clooz as a first step. Build the connections

between Clooz and your family tree program as you go.
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* There is no right or wrong way to use Clooz. Use Clooz in the way that

feels most comfortable and natural to you.

* Like most advanced software, Clooz has many subtle features. You

don't need to know many of them to get started. You'll learn them as

you go. Don't be overwhelmed at the start.

* Think about what you hope Clooz will be helping you with, which helps

to develop a strategy on how to proceed:

° As aresearch tool - Your top priority should be to enter

information from new sources or information you have not really
assessed or entered into your family tree program; i.e., don't try
to enter all the documents you ever found related to areas of
your family tree that have been well developed, as that will lead
to burn out. When entering information records, include as much
of the details from each as possible. The more details you enter,

the more Clooz can do.

As part of a family tree re-do - Most of us have experienced the
realization that our family tree has some issues, and see the
need to re-do it from the start. For a strict re-do, don't import all
your family tree people to relink to the information records you
create. This leads to jumping to conclusions rapidly which is
probably what caused the issues you are trying to get rid of. You
should be performing a proper reevaluation of the evidence and
creating new people in Clooz based on that data. In the end you
can see how these people line up against what you had in your

family tree originally.
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° As an indexing system - Perhaps you just want to have an index
of names to information sources, providing their physical
location in files or digital copies on your computer. If this is your
goal, entering all the details for various information records may
not be necessary. You would at least want to establish an
information record for each item, attach any digital media files,
and link the subjects to it. Some of the advanced features in
Clooz will not be effective without the details, but it still serves as
a powerful index to your library of information. You could also
take a hybrid approach where you only enter the information
details you are interested in, such as people's ages,

relationships, locations, etc.

You've now been introduced to a few basic steps that should help you get oriented
with Clooz and started on your research. We've just touched the surface of what are
lots of features and capabilities. Use the explanations, tutorials, and videos in the

Clooz help resources to guide you the rest of the way.
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Questions or Issues

We place a high priority on answering user questions and resolving issues they may
be having when using Clooz, and welcome feedback or suggestions on how the
program might be further improved. Simply send us an email at

support@clooz.com. You normally will receive a response within 24 hours

If you are having an issue with Clooz 4, please provide us the details on what your
were attempting to do and how you were attempting to do it (command used, etc.).

In that way we can more rapidly tell you what to do.

New in Clooz 4 is a feature where Clooz will ask you to send a report back to us if it
experiences an error condition. We try our best to provide bug-free software, but as
you probably have experienced, any computer program is likely to experience an
issue at some point or another. If you see such a popup window, please send in the
log file requested (it contains no personal information or data content from your
research). Adding your email address allows us to contact you if we have additional
questions. Obtaining this information allows us to correct it in a timely manner. We

cannot fix issues we don't know exist.

More Information

If you are looking for additional information regarding Clooz, try entering some key
words in the Search box at the top of Clooz's online Support Resources. The
Support Resources web pages provide numerous help topics, tutorials, and video to

help you in your use of Clooz.

Looking for more general information? Here is a list of some publications we

recommend. Many of these have served as inspiration in the design of Clooz 4.
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Recommended Information Sources

Category Publication Reference

Smith, Drew. Organize Your Genealogy, Strategies
Organization Strategies and Solutions for Every Researcher . Cincinnati, Ohio:
Family Tree Books. amazon.com

Numerous online articles and books related to the
Research Approach and Board for Certification of Genealogists' "Genealogical
Standards Proof Standard (GPS)", which has evolved into an
updated set of research standards.

Elder, Diana, AG, with Nicole Dyer. Research Like a
Pro: A Genealogist's Guide. Highland, Utah: Family
Locket Books, 2018. familylocket.com

Research Planning and
Approach

Jones, Thomas W. Mastering Genealogical Proof.
Arlington, VA: National Genealogical Society , 2013.
ngsgenealogy.org

Evidence Analysis
Anderson, Robert Charles, FASG. Elements of

Genealogical Analysis. Boston, Massachusetts: New
England Genealogical Society, 2014.
AmericanAncestors.org

Mills, Elizabeth Shown. Evidence Explained: Citing
Evidence Analysis and History Sources from Artifacts to Cyberspace.
Source Citation Baltimore, Maryland: Genealogical Publishing
Company, Inc., 2012. evidenceexplained.com

Jones, Thomas W. Mastering Genealogical
Source Citation Documentation. Arlington, VA: National Genealogical
Society , 2017. ngsgenealogy.org

GenTech, a division of the National Genealogical
Society. "GenTech Genealogical Data Model" [Data
Model 1.1 (MS Word)] [Diagram 1.0 (PDF)] [Process
1.0 (PDF)]

Technical: Data Model

GEDCOM

Specifications FamilySearch GEDCOM, Specifications. gedcom.io
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https://www.ngsgenealogy.org/
https://www.americanancestors.org/
https://www.evidenceexplained.com/
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fbh9qf7dyqmpb4rk14s84y90-wpengine.netdna-ssl.com%2Fwp-content%2Fuploads%2FNGS-History%2FDescription_GENTECH_Data_Model_1.1.doc&wdOrigin=BROWSELINK
https://bh9qf7dyqmpb4rk14s84y90-wpengine.netdna-ssl.com/wp-content/uploads/NGS-History/Diagram_GENTECH_Data_Model_1.0.pdf
https://bh9qf7dyqmpb4rk14s84y90-wpengine.netdna-ssl.com/wp-content/uploads/NGS-History/Process_GENTECH_Data_Model_1.0.pdf
https://bh9qf7dyqmpb4rk14s84y90-wpengine.netdna-ssl.com/wp-content/uploads/NGS-History/Process_GENTECH_Data_Model_1.0.pdf
https://gedcom.io/specs/
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Managing Your Data Files

When using Clooz, it is using data files stored on your computer. These files will be

one of two types:
* Clooz database where all of the data you enter is stored, and
* Digital media files on your computer you have linked to records in Clooz.

Clooz stores its data in a database file (file extension .clz) on your computer. Your
first step will be to start you own database, and on subsequent work sessions,
reopen that database to add additional information. All of these functions are
available on the Home screen. The recommended location for saving these files is
the Clooz Data folder setup in your Documents folder during installation, although
you can use another folder if you choose. If you want Clooz to always use a different
data folder you can change the default folder location in the program Options

(Default Data Folder Location).

Although all of the Clooz data is stored in the database, it only stores links to the
digital media files you link to Clooz records. During installation, a Media folder is
setup in the Clooz Data folder to hold these attached files. When you link to a media
file, Clooz saves the current location of the file. The file is not copied automatically
to the Media folder.

Keeping all of the attached media files within the same folder
= hierarchy will make it easier to maintain and possibly move to
another computer when the need arises.

Since this file holds all of the data you enter into Clooz, it is critical you protect it by

following an appropriate backup process. Clooz provides backup functions if you do
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not have automatic backup features running on your computer. A BackupRepository
folder has been setup to hold these backups as a default location. Configure your

backup locations and arrangements in the Clooz program Options.

Whether you backup the Clooz database using Clooz's backup or
some other backup, it is always best to save the backup copy on a
different drive. Better yet would be another physical location, such
as by using an online storage location.
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Creating New Database

To create a new (blank) Clooz database, click on the Home tab if it is not already

selected. Then click the New button.

B Database: MewSample.clz - Clooz by Ancestral Systems LLC

Home Planning Repositones Sources Information Subjects Reports
Database Overview NewSan

D New Select Data Focus
l} Record Count
s Ope Create a new, blank Clooz data file. 7
Information Records 23
&, Sources 21

Close

Repositories 21
Project Plans 2

Recent Databases

Data Overview

Subject Tyg
External File Links

I Person: 77

A file selection dialog window will appear for you to name the new database and

choose its location.

| i)s Enter name you would like to use for the new Clooz database X
™ <« Documents » Clooz4 Data “ @] D Search Clooz 4 Data
Organize v New folder = - (2]
PS
Name Date modified Type
~ [ ThisPC
BackupRepository 8/29/2022 7:45 PM File folder
> @Ml Desktop
Media 8/10/2022 2:08 PM File folder
» = Documents
ﬂ MewSample.clz 9/18/2022 3:53 PM Clooz 4 Data File
> b Downloads
> () Music
> P Pictures
> [ Videos
> E= 05(C)
File name: MyNewDatabaseI |
Save astype: Clooz 4 databases (".clz) ~

» Hide Folders Cancel

Click the Save button and your new database will be setup.
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Opening an Existing Database

If the Home tab is not already selected, click it.
Clooz provides a number of ways to open an existing version 4 database:

1. Clicking the Open button (which brings up a file selection dialog),

No file is currently open. - Clooz by Ancestral Systems LLC

Home
[ tew .
£ Select an existing database to open x
~u . N
— Open < v o <« Documents > CloozData > v O Search Clooz Data
Organize ~ New folder =~ m @
Name Type
~ [l This PC
Recent Databases BackupRepository File folder
> @M Desktop
Media File folder
> Documents
B MyNewDatabase.clz Clooz 4 Data File
> b Downloads
£ MewSample.clz Clooz 4 Data File
Options > @) Music
Tools > N Pictures
> [ Videos
Help a
> e 0s(C)
3 )
l_. Eudt 5> = Data(D)
[
b
File pame: «|  Clooz4 databases [".clz) ~

2. Selecting a file in from the Recent Databases list, or

A No file is currently open. - Clooz by Ancestral Systems LLC Clooz 4
Home
D New Most recently used Clocz database files:
D:\My Documents\Clooz Data\MyNewDatabase.clz
-

Open D:\My DocumentsiClooz Data\NewSample.clz

Recent Databases

Options
Tools

Help

Open Selected File
=
l(— Exit

A

Either double-click on the desired file, or select one and click the Open
Selected File button.
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3. Configuring the program Options to always open the last file opened when

starting Clooz.

r
il Database: Sample.clz - Clooz by Ancestral Systems LLC Clooz 4
Home Planning Repositories Sources Infarmation Subjects Reports
B- —
B =
B e 4 General
Maximum number of Most Recent Used files
[ = Open Default data folder location
Ask to confirm deletions from main lists
4 Application Startup
Close

Recent Databases

Data Overview
External File Links
Tools

Help

-
« Exit
S

S

User designation at startup

Use Previous Database

Main screen at startup

Starting screen type

Display the Tool Bar at Startup
Display the Group Panel at Startup

Startup data type focus (Database Overview)
Check for Clooz software update at startup
Application Shutdown / Database Closing

Archive Database on Database Closing

Archive Database on Program Exit
Append date to archive filename (needed to retain multiple backups)
Maximum number of backup copies (per Clooz database file)

Backup folder location

<o e

Previous
v
Subjects
Grid

v

Subject
v

None
Iways

Al
v
8
C

AUsers\rich\OneDrive\Documents\Clooz Datal,

AUsers\rich\OneDrive\Documents\Clooz Data\BackupRepositony,

Controls whether previous -
database is automatically
loaded at start-up T
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Open a Database from a Previous Clooz Version

To open the database from a previous version of Clooz (versions 1-3), click the

Open button on the Home tab screen.

When the file selection dialog window appears, change the file type to the

appropriate version.

No file is currently open. - Clooz by Ancestral Systems LLC

Home
N
5 Select an existing datsbase to open X
m -
Open € - 1 > ThisPC > Documents > Clooz Data Search Clooz Data
Organize ~ Mew folder =~ m 0
Name Date modified Type
~ [ ThisPC
Recent Databases BackupRepositery 9/2022 7:45 PM File folder
> @ Desktop
Media File folder
» = Decuments
5L MyNewDsatsbase.clz Clooz 4 Dats File
> L Downloads
£\ NewSample.clz 9/18 Clooz 4 Data File
Options > @ Music
Tools > N Pictures
> Videos
Help L
> e 0S(C)
|
€ Bt 3 e Data (D)
Fzmms | [€looz 4 databases .ch) ~

When the desired file is selected, click Open.

i’s Select an existing database to open

Clooz 4 databases (".clz)

Clooz 1.23 (*.mdb)

€ v P > ThisPC » Documents » Clooz Data Search Clooz Data
Organize » Mew folder =~ [l a
~
MName Date modified Type
~ [ This PC
BackupRepository 8/29/2022 7:45 PM File folder
> @l Desktop
Media 8/10/2022 2:08 PM File folder
» = Documents
# MyCloozDatabase.cdb 7/6/20153:11 PM Clooz family histo..
» & Downloads l,\\,
> () Music
> N Pictures
> id Videos
> E= 05(C)
> == Data (D:)
File name: | MyCloozDatabase.cdb V‘ Clooz 2 & 3 (*.cdb) o
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The upgrade window will appear. Click Start to begin the upgrade process.

Upgrading Clooz database: D:\My Documents\Clooz Data\MyCloozDatabase.cdb to version 4

Depending on the size of your database, this may take a few minutes.

Press Start Button to begin..

Total Progress

Total Counts
Subjects:
Media Links:
Repositories:
Sources:
Documents:

Memory used:

Clooz will then have you designate the name and location of the upgraded file. The

existing (old version file) is not modified during the upgrade process. A default

filename the same as the old version (but with the new .clz extension) is shown.

z Database Upgrade To Version 4

Upgrading Cld
Depending on

Selection requ
Clooz 4 databi

Total Progress

Beginning the
---------Versi
Clooz databal
Version 3 dat

Beginning fin|

X Enter name you would like to use for the new Clooz database

™~ » ThisPC » Documents » Clooz Data
Organize v New folder
Name
~ [ This PC
BackupRepository
> @Ml Desktop
Media

>

>

>

>

>

| >

- Documents
i’s MyNewDatabase.clz

J Downloads
X NewSample.clz
1) Music
P9 Pictures
e Videos

& 0s(C)

= O X
X
Search Clooz Data
Type
File folder
File folder

Clooz 4 Data File

Clooz 4 Data File

File name: CloozDatabase.clz]

Save as type: Clooz 4 databases (*.clz)

 Hide Felders

The upgrade window will provide status information during the upgrade. When

complete, click the Close button when you are ready to start working with the

upgraded data in whatever tab you have set as the start-up tab (default is the

Subject tab).
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ﬂ Clooz Database Upgrade To Version 4

Upgrading Clooz database: Di\My Documents\Clooz Data\MyCloozDatabase.cdb to version 4.

Task Count: 18 begins: 18

Conversion of 0 documents completed.

Found 0 documents in version 3 database.

Conversion of 0 documents completed.

Conversion of 0 Photo/Map Documents completad,

Conversion of 0 Photo/Map Links completed.

Conversion of 0 external file links completed.

s Conversion Complete: 9/18/2022 5:22:44 P #sssioss o

Your version 4 Clooz database has been successfully prepared.

Close

Total Counts
Subjects
Media Links:
Repositories:
Sources:

Documents:

Memaory used:

-
D Clooz version 2 used two database files, one with .cdb extension,
and the other with a .fdb extension. You should select the file with

the .cdb extension, with the .fdb file in the same directory. Clooz
might ask you to also locate the .fdb file if the file locations are not
the same as when they were last used (in Clooz version 2).
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Relocating Clooz to a New Computer

You've have a new computer and you want to relocate Clooz to it from your old

system. Just follow these steps:

1.

Before any major computer system work, always make sure you have a
backup copy of your data on a separate device (USB thumb drives are useful
for this). You can just copy the files as is or first compress the database files
using the built-in features of Clooz to perform backups. Clooz databases have

the following file extensions:

f Version # File Extension(s) Backup File Extension
4.x .Cclz .clzbu
3.x .cdb .Zip
2.x .cdb & .fdb
1.x .mdb
\ J

Transfer all of your Clooz database files and associated digital media files to
your new computer. The default location for Clooz database is the Clooz Data

folder in your Documents area.

. Install the Clooz software on your new computer. You will need to know your

Clooz license serial number (provided in an email when you first purchased it).
If you have lost your serial number, you can obtain it at

https://support.clooz.com. Clooz licensing allows you to use this same serial

number on all of your own personal (or household) computer.

You should now be able to open your data files on the new computer. Itis
highly likely though that all of the digital media file links are broken. Use the
Media Location Tool (on the Home tab, Tools screen) to reestablish the proper

links.
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Media items can be reestablished in a single operation by
specifying the highest level folder that contains all of the files. Be
sure to set the Media Location Tool to Include subfolders in
searches (see checkbox).
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Data Display and Manipulation

The main window of Clooz contains the display pages for viewing the different types
of data records you have entered into Clooz. A convenient set of navigation and
control tools is provided to manipulate your data. This is where you control what
data will be displayed on the main grid, initiate the addition of new records or editing
existing ones, or even delete records when necessary. There are tabs across the
top to select the type of data you want to display. You can then control the specific
record types to be displayed in the main data area using the Navigation Panel. The
toolbar supports search and filtering operations as well as additional display

options.

Header \! Main Screen Tabs

B Database: NewSamplectz - Clooz Clooz 4 ? - o X
Home Plannng FRepostores  Sources  Information  Subjects  Reports
[

Record Types ¢ Jlinfo Record ID Equals D search ~ T Fiter ~ Ciear [75] Show Composite
a R“::: o Document Type Event Type Year Country State/Pr cauml» Parish/Township Gty
= e o Toolbar
| | All Records Types
(= i Census (US) [Populat.. Census 1900 US Pennsyhania Schuylil County Shenandosh
Census (US) ... Cens 0 thumberland Coun... o
o 4 ensus (US) (Populat... Census 1821 us Narthumberland Coun Shamak
5 Census (US) [Populat.. Census 1910 us Northumberiand Coun, Shamakin
-ff_-. Censuses G Census (US) [Populat.. Census 1980 U Northumberland Coun... Coal Township Ferndale
7 Census (US) [Populat.. Census 1930 US Pennsyhvania Northumberiand Coun... Cosl Township Ferndale
. Civil Records s Census (US) (Populat.. Census 1950 US Maryland Baltimore
o Census (US) [Populat.. Census 120 U Pennsyhvania Northumberland Coun... Coal Township

Navigation :
pir g“'ﬂ'!gﬂh"LW‘ 10 Census (US) [Populat.. Census 1930 u . Pengovliania Northumberiand Coun Shamaokin

Parlq! 11 Census (US) [Populat.. Census 1940 uMaIn DatanArea:r—staunrf Littlestown
"§~ Directories and Reglstries

12 Census (US) [Populat.. Census 1950 US Pennsyhvania Delamare County Collingdale

13 Military Service Reco..  Military Service 17 us Northumberiand Coun
5] 1mages & Recordings _
4 Directory [Population] ~ Residence 1890 us. Schuyliall County Shenandoah
== 15 Death Record Death 1923 us Pennsylvania Northumberiand Coun. Shamokin
& ond & Propenty Records ’
16 Census (UK) Census 1861 Wales Cardiganshire Lanarth
E 7 ws) 0 Penns arthumberian B
Newspopers & Publications 17 s (US) [Populat... Census 1820 us ennsyliania Northumberiand Coun.. Shamok
- 18 Census (US) [Populat... Census 1870 us Pennsylvania Schuylll County Shenandoah City
| Perssnal Communications 19 at..  Census 1860 us Pennsyhvania Luzerne County Hazel Hazelton
' 21 Travel 1856
/ Favorites 22 Census 1851 Wales Breconshire Uangattack
23 Cormespondence Cormespondence 1884
I 24 Marriage Record (C: us. Pennsylvania Schuyliall County Pottsville
25 Marriage Record (Ci.  Marriage 2006 Wales Breconshice Crickhowel

A3

2.00.143 - DAMy Documents\Clooz 4 Data\NewSample.clz Primary External File: None designated

h— Status bar
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Window Header Components
The header area at the top of the window contains a number of useful items:

» The name of the database file currently in use (on left side)
» A breadcrumb list of editors currently open. This sequence is helpful when you
open on type of record editor from within another.

» "?" on the right side will open the Clooz help website in your default browser

Main Screen Tabs

The tabs near the top of Clooz's main window allow you to select what type of data
you want to see or work with. You can set which page you want to be displayed each

time Clooz is started in the Options feature located on the Home page.

ooz by Ancestral Systems LLC i

1

Home Planning Repositories Sources Infarmation Subjects Reports :
[

Info Record : - :

2 [E o e D Personal File ID Document Type Event Type i
2 Photograph MNone f

LD All Information Records ) .
3 Census (US) Census r

b :
GeneriIREcoTts w |4 Census (US) Census ‘I'
: l 5 Census (US) Census ;
.‘D Censuses Yo lg Census (US) Census P
—= 7 -~ 1 i -’
ﬁ Civil Records o Census (U3) LEnsus -
= g Census (U35) Census 5
g Cultural / Religious Records ¥ |g Census (US) Census f
[

_ _ o 10 Census (US) Census !

: Directories and Registries A ¥
m 11 Census (US) Census ‘_:

B R e T S s v e = e
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The Home page is where you will find
the various functions related to oper-
ating and configuring Clooz, such as
opening and closing database files,
Home Page backup and recovery tools, exchan-
ging data with external files, setting
program options, and other tools. New
in Clooz 4 is a database overview
screen visualizing the data content.

The Research Planning page is where
you can create plans for your future
research and monitor the status of
Research Planning | Your efforts. You can divide up your
research into Projects, and within
each Project define your Research
Objectives. Each objective can then
be broken down into specific activity
Tasks.

Page

These pages provide the functions to

Repositories Page i i
list and manage the respective type of

records:

Sources Page
e Listrecords based on Nav-

. igation Panel selection
Information
e Create new records

Records Page « Edit, merge, clone or delete

existing records
Subjects Page « Export records

The Reports page is where you can
Reports Page generate various reports from the data
you have entered into Clooz.
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Navigation Panel

The Navigation Panel appears on the left side of Clooz's main window when the
Planning, Repositories, Sources, Information, or Subjects tab page is selected. This
panel together with the toolbar provides the complete set of navigation options for
selecting exactly what data you will see in the main data area grid or Composite

View.

A list of specific types of records related to the overall type selected in the tabs
above makes up the content of this panel. Thus it varies depending upon which
tabbed page is selected. Select an item in the Navigation Panel to have that type of
record displayed in the main data area, or click the New button to start a new data

record of the type selected.

The Navigation Panel is contractible (to a single column of icons) in order to
conserve screen space allowing more actual data to be displayed. Click the arrow in

the upper right corner of the Navigation Panel to contract or expand the panel.

B Database: NewSample.clz - Clooz by Ancestral Systems LLC B Database: NewSample.clz - Clooz b
Home Planning Repositories es Information Home Planning Repositories
Record Types Record ID o R /1D

0 MECOTd
o Record Pers

~ ]
~ D D Info

5 Personal File ID

] ) < L Record ID =

LL All Information Records

3 I, 2

[N

Generic Records ~ |4 4

’ )8
:J,_‘ Censuses ¥l &'_‘ 5

0 § Database: NewSample.clz - Clooz by Ancestral Sys
When the panel is contracted, hover the * t ’ t

Home Planning Repositories Sources

cursor over an icon to display the items > [ Info Record ID ~ | Equals

under that category in a popup window. LD ' @ Other Censuses (Generic)

Selections can be made from this list. > Il oracion censises
:‘% 3 == Denmark Censuses
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Main Data Area
The main data area in Clooz displays data in several formats:

» Grid format - Similar to a typical spreadsheet, and

» Composite View format - a hierarchical structure showing the connections
between different record types.

The data contained in this display is determined by the current tab selection and
selection of record type within the Navigation Panel. It can further be refined through
sorting and grouping options, as well as searches and filtering using the toolbar
functions. A number of additional functions are available through the context menu

(right click), including editing, merging, and exporting items.

Toolbar

A toolbar sites just above the main data area, providing search and filter functions

for the data shown as well as control of the main data area's display format.

Status Bar Components

The status bar at the bottom of the main window contains additional useful

information:

» The software version number (left side)

» The full file path to the current database (left side)

e The file path to the external file currently designated as Primary (center left)

» Status messages which appear during certain program operations (center
right)

» The name of the editor currently active (right side)
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Display Formats

The main data area in Clooz displays data in two formats:

» Grid format - Similar to a typical spreadsheet, and

» Composite View format - a hierarchical structure showing the connections
between different record types (between people and documents, between doc-
uments and sources, between sources and repositories, and more).

To change the current display format, click the toolbar command button to switch to

the other type of display (Show Composite or Show Grid).

Grid Format

Database: Sample.clz - Clooz by Ancestral Systems LLC

Home Planning

Subject Types Mew

-
3." People

& Businesses

ﬁ Real Estate/Buildings
w Ships/Vessels

—

! Artifacts

Repositories

Sources

[

Information

¢ | Surname, Given Name

Subject ID
(Personal File #)

Subjects Reports Template Editor

~ || Starts With -

Subject Name
(Year & Event/Record Type)

Davis, Ruth Sarah

Davies, Samuel Winfield

1900 Census (US)

1920 Census (US)

1910 Census {US)

1890 Directory [Population]

Davies, Samuel Winfield

Shopbell, Clara Gussie

Davis, Arthur H

D Search = Y’ Filter = Cle

Other Surnames

{Names Appearing, Role/Relation)

Davies | Thomas

Davis

Davies, Samuel W Head [Age: 38)
Davis, Samuel W, Head (Age: 58)
Davis, Samuel , Head [Age: 48)
Davis, Samuel W., Head

Davis, Samuel W., Head

Davis, Clara G, Wife

Arthur H. |, Son

SN/ Description)
b: & Apr 1892; d: 9 Dec 1980
b: 22 Sep 1867; m: Abt 1884; d: 24 Feb 1923
Shenandoah, Schuylkill County, Pennsylvania, US
Shamakin, Northumberland County, Pennsylvanii
Shamaokin, Northumberland County, Pennsylvanii
5th Ward, Shenandoah, Schuylkill County, Pennsy
b: 22 Sep 1861; m: Abt 1884; d: 24 Feb 1923
b: 17 Felr 1863; m: Abt 1884; d: Jan 1825
b: May 1885; d: Abt from 1966 to 1967

The Grid format is most useful when you are interested in sorting

records by vital event dates (birth, marriage, death) or locations.
There are more columns of different data to work with.

Double-clicking a record in the grid will open the record in its editor.
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Composite View

Database: Sample.clz - Clooz by Ancestral Systems LLC

Home Planning Repositories Sources Information Subjects Reports

Subject Types Mew ¢ |Sumame, Given Name ~ || Starts With -

-
&“ People
& Businesses i

Subject ID
(Personal File #)

Subject Name
(Year & Event/Record Type)

Davis, Ruth Sarah

4 2 Davies, Samuel Winfield
P
a Real Estate/Buildings s 1900 Census (US)
b4 1920 Census (US)
G Ships/Vessels cUhensus sl
-~ v s 1910 Census (US)

! Artifacts 4 14 1890 Directory [Population]
Davies, Samuel Winfield
Shopbell, Clara Gussie
Dravis, Arthur H

Davis, Harry S.

wos e W
w

Davies, William Leslie

b 15 1923 Death Recard

rT 1880 Census (US)

(ARt 1870 Census (US)

» 23 1884 Letter [Carrespandence]
v 3 Shopbell, Clara Gussie

Template Editor

D Search « T' Filter = Clear
Other Surnames
{Names Appearing, Role/Relation)
Davies | Thamas
Davis
Davies, Samuel W, Head (Age: 38)
Davis, Samuel W, Head (Age: 58)
Davis, Samuel, Head (Age: 48)
Davis, Samuel W. , Head
Davis, Samuel W., Head
Davi, Clara G, Wife
Arthur H. | Son
Davis, Harry 5., Son
Davis, William , Son
Davis, Samuel Winfield , Decedent (Age: 61...
Davis, Samuel W, Son (Age: 19)
Davis, Samuel , (Age: 8)
Davies, Samuel

Davis | Davies | Shappell

0 " | [Eshowarid

al Dates
(Location/Description)

b: 8 Apr 1892; d: 9 Dec 1980

b: 22 Sep 1861; m: Abt 1884; d: 24 Feb 1923
Shenandoah, Schuylkill County, Pennsylvania, US
Shamokin, Northumberland County, Pennsylvania, US
Shamokin, Northumberland County, Pennsylvania, US
5th Ward, Shenandoah, Schuylkill County, Pennsylvan...
b: 22 Sep 1861; m: Abt 1884; d: 24 Feb 1923

b: 17 Feb 18653; m: Abt 1884; d: Jan 1925

b: May 1885; d: Abt from 1966 to 1967

b: May 1887:

b: 7 Dec 1889; m: 24 Aug 1912; d: 29 Mar 1962
Shamokin, Northumberland County, Pennsylvania, U.S.
Shamokin, Northumberland County, Pennsylvania, US

Shenandeah City, Schuylkill County, Pennsylvania, US

b: 17 Feb 1863; m: Abt 1884; d: Jan 1925

The Composite View has the advantage of mixing both Information and Subject

records in a hierarchical format that displays broader information more rapidly than

with the Grid. For instance, the Composite View will show you the documents you've

found for a person and who all the other people are that were mentioned in these

documents. For most of the shared columns (shared by Subject and Information

records), data is combined to form summaries (such as combining all the vital event

dates into one Vital Dates column).

Use the Composite View to examine what other people a person
= has been associated with in some way to identify other people you
should research when expanding your family tree.

Double-clicking a record in the composite view will open (or close) a list of

associated records below that item.
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The full set of possible record combinations appearing in the expanded groups is

shown in the following table:

4 A
Top Level Data Type

Data Types Appearing in Expanded

(the data tab selected at top of Lists
window)
Subjects Information Records, Research Objectives
Information Records Subjects, Research Tasks
Sources Information Records, Research Tasks
2?7?77
Repositories Sources, Research Tasks
Research Projects Research Objectives
Research Objectives Research Tasks, targeted Subjects
kResearch Tasks Information Records (search results) )

When the Composite View is being displayed, two additional buttons appear on the
toolbar to Expand or Collapse multiple records at once. The Expand Selected will
expand any records you currently have selected on the view one level deeper. This
acts somewhat like an Expand All function, but only for the records you select. Note
that the more records you select for expansion, the longer it will take Clooz to

retrieve all the underlying information.
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Here is an example of some rows being selected and then the resulting display after

the Expand Selected button was clicked.

¢ | Infe Record I || Equals v || Search/kilter lext M Searc
Information Personal File # Year & Event/Record
Record ID (Names) (Name Appearing, Role/Re
b2 Photograph: Ruth (rt], age 23
» 3 1900 Census (US)
i » 4 1920 Census (US)
alris 1910 Census (us)
b6 1940 Census {US)
r T 1930 Census (US)
» g 1930 Census (US)
5] 1920 Census {US)
» 10 1930 Census (US)
r 1 1940 Census (US)
» 12 1950 Census (US)
Info Record ID * || Equals
Information Personal File #
Record ID (Mames)
y 2
r 2
4 4
» 2 Davies, Samuel Winfield
b3 Shopbell, Clara Gussie
[ ] Davis, Blanche R.
(] Davis, Mellie C.
[ ] Davis, Samuel W Ir,
v 7 Davis, Charles E.
» |33 Shappell, Daniel
» 34 Shappell, Jennings
45
r 2 Davies, Samuel Winfield
k|3 Shopbell, Clara Gussie
b5 Davies, William Leslie
[ Davis, Ruth Sarah
[ ] Davis, Blanche R.
(] Davis, Mellie C.
[ Davis, Samuel W Ir,
v 7 Davis, Charles E.
FRE
[ Davis, Samuel W r,
b 28 Lotovich, Stella

Search/Filter Text D Search = TFiIter + Clear i o

Year 8 Event/Record Type
(Name Appearing, Role/Relation Age)

Photograph: Ruth (rt), age 23
1900 Census (US)

1920 Census (US)

Davis, Samuel W, Head (Age: 58)
Davis, Clara , Wife (Age: 53)
Davis, Blanche , Daughter (Age: 21)
Davis, Nellie, Daughter (Age: 19)
Davis, Samuel W Ir, Son (Age: 17)
Davis, Charles E., Son (Age: 11)
Shappell, Daniel , Head (Age: 72)
Shappell, Jennings , Son [Age: 22)
1910 Census (US)

Davis, Samuel , Head (Age: 48)
Davis, Clara , Wife (Age: 44)

Davis, William , Son (Age: 20)
Davis, Ruth , Daughter (Age: 18)
Davis, Blance , Daughter (Age: 11)
Davis, Nellie, Daughter (Age: 10)
Davis, Samuel Jr, Son (Age: 7)
Davis, Charles , Son (Age: 2)

1940 Census (US)

Davis, Samuel , Head (Age: 37)

Davis, Stella , Wife (Age: 36)

Shenandoah, S¢
Shamokin, Nort
b: 22 Sep 1867;
b: 17 Feb 1865;
b: Aug 1898;

b 2 Jun 1900; n
b: Abt from 190
b Abt 1907: m:
b: Bet Jan 1847
b: Bet Jan 1897
Shamokin, Nort
b: 22 Sep 1867;
b: 17 Feb 1865;
b: 7 Dec 1889; r
b: & Apr 1892; ¢
b: Aug 1898;

b: 2 Jun 1900; n
b: Abt from 190
b: Abt 1907: m:
Ferndale, Coal 1
b: Abt from 190
by Abt 1904; m:

You can further expand groups of records by selecting a mix of records that are at

different levels, resulting in each expanding one more level.
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Info Record 1D

Information
Record 1D

P33
b4
(=]

p 17
12
b 23

o3
[
(=
r 14
k15
b |28 (SL-10)

* || Equals -

Personal File #
(Names)

Davies, Samuel Winfield
1900 Census (US)
1920 Census (US)
1910 Census (US)

1890 Directory [Population]

1923 Death Record
1880 Census (US)
1870 Census (US)

1884 Letter [Correspondence]

Shopbell, Clara Gussie
1200 Census [(US)
1920 Census (US)
1910 Census (US)

1890 Directory [Population]

1923 Death Record

1840 Slave Status Record [Ge...

Davis, Blanche R.
1200 Census [(US)
1920 Census (US)

1910 Canane (1KY

m
W
[al

Year & Event/Record Type

h/Filter Text ,C'Search - T’Filter * Clear )

{(Mame Appearing, Role/Relation Age)

Photograph: Ruth (rt), age 23

1900 Census (US)

1920 Census (US)

Davis, Samuel W Head [Age: 58)
Davies, Samuel W, Head (Age: 38)
Davis, Samuel W, Head (Age: 58)
Davis, Samuel , Head (Age: 48)
Davis, Samuel W. , Head

Davis, Samuel Winfield , Decedent (Age: 6Tyr Sm 2d)

Davis, Samuel W, Son (Age: 19)
Davis, Samuel , (Age: 8)

Davies, Samuel

Davis, Clara , Wife (Age: 53)
Davies, Clara G, Wife (Age: 35)
Davis, Clara , Wife (Age: 53)

Davis, Clara, Wife (Age: 44)

Davis, Clara G, Wife

Davis, Mrs Samuel , Informant
Shappell, Mrs Clara Gussie , Slave (Age: 22)
Davis, Blanche , Daughter (Age: 21)
Davies, Blanche , Daughter (Age: 1)
Davis, Blanche , Daughter (Age: 21)

Mawvic RBlanre Mannhter (Anes 111

The Collapse All button will close all of the currently

expanded records.

Shena
Shame
be 22 5
Shena
Sharme
Shamc
5th W:
Sharme
Shame

Shenal

b 17 F
Shenal
Shame
Sharme
5th W:
Shame
Shame
b: Aug
Shenal
Shame

Sharnr

f Show
s

Collapse All |Lo
Witz
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Both the grid and Composite View have context menus (right click any record)

providing a number of possible actions. Keyboard shortcuts are available for most of

the actions.

o Edit the selected item using the Edit te,,; """""" CH;E'
editor designed for that record Bulk Edit ltem(s).. Cirl+B
type (data in the grid and Com- Delete item(s) Delate
posite View cells cannot be

) ) Export ltem to Genealogy Programs Ctrl+X
edited directly),
. Generate Report Ctrl+R

* P.erform Bulk Edits to apply a Export All ltems to Excel Ctrl+ 24
given value to the Alternate ID of , i}

Export Selected Item(s) to Exce Ctri+5
all the selected records,

» Delete all selected records,

Clone (to Split Subject Persona) Ctrl+C

» Merge two or more records,

. Hide Search Toolbar
» Clone arecord (used to split an
. . Show Group By Panel
existing record into two separate
Choose Columns to display Ctri+L
ones),
Apply Best Fit - All columns Ctrl+F

» Export the selected record to PRV TS SE— S
other genealogy programs or
Excel,

» Generate Reports,

» Show or hide the search / filter toolbar,

e Show the Group By area (Grid only),

» Choose which columns to include in the display, and
» Apply a best fit across all visible columns.
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Navigating the Displays

To control which data is displayed in the main data Ty
ecord Types < |Info Recor:
area: B
L@ All Information Records :
1. Select one of the tabs at the top of the main Generic Records v ;
. : Censuses v
window, then %C' -
=+ Civil Records & |
3 = Vital Records ;
2. Click on the desired record type in the . 10
4 rz Educational Records I
Navigation Panel appearing on the left side of Dlom  Gracatin Rete Fecords | 1
Choo! tendance hecords 13
the window. b AP oo Recors )
3 i Migration & Travel Records :?
b W, Military Records 17

Subject records can be one of several different types [
g Cultural / Religious Records v

(a person, business, real estate/building, ship or

Jl:l Directories and Registries v

artifact). Click People to display the list of those 0| stk ‘s
Subject records in the main data area. S ooy e “ s
MNewspapers & Publications v
. - Personal Communications b4
In the case of Information Records, each record type % t
Favorites

corresponds to an editing template specifically

designed to present an appropriate set of data fields B

for a given type of document or other information = :
source. Thus there are many more different record
types than the other data types. There are several extra features for Information

Records to make it easier to locate the record type you are looking for.

The Information Record types are shown in a hierarchical (tree) type layout,
grouped into Categories. Each contains the corresponding record types, or in some
cases, additional sub-category groupings. Expand the contents of a category by
clicking its down arrow, and collapse an expanded list by clicking its up arrow. At the
bottom of the Navigation Panel are two icons, which Expand all the categories or

Collapse all the categories.

Like all of the other tabs, clicking an Information record results in those records

being displayed in the main data area. However, when a category is selected,
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Information records matching any of the record types under that category are
displayed in the main data area. To see all Information records, select All

Information Records.

The Navigation Panel has a search capability for Information record types. Start
typing the name of the record type and the list is filtered down to any matching

templates. To turn off the filtering, click on the small x to the right of the search box.

j_l Database: NewSample.clz - Clooz by Ancestral Sys
Database: NewSample.clz - Clooz by Ancestral Systel
Home Planning Repositories Sources

Home Planning Repositories Sources I

Record Types ¢ |Info Rea
Info Re ) Info
Record Types ¢ Q OS] rdl
Info Re
C : Censuses A
IC ‘l:l nsus 4
2 H= = 5
L@ All Information Records =R
3 _ 6
4 Population Schedules -

1900 US Census, population

]

Information record types have a user-controlled Favorites category, where you can
designate record types you frequently use and would like to have quick access to.

Right click a template to Add it as a Favorite, or to Remove a Favorite.

- L La 1 U Ly 1 -
= 18 MNewspapers & Publications & 19
Mewspapers & Publications  ~ 19 Obituary 22
¥
22

Obitug=- Mews Article

N L\s Add to Favorites =
WS | T = e
M Personal Communications ~
M Personal Communications w
, Favorites ~
Eous iz -
/ avorites Ob tuar&

Remove from Favorites

§ The Favorites feature only works with individual record types.
Categories cannot be designated as a Favorite.
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Sorting Records

Individual columns (or a combination of multiple columns) in the grid and Composite
View displays can be sorted in ascending or descending order by clicking on the

column header.

Left click on a column header to toggle the sorting between ascending (shows an up
arrow in header), descending (shows a down arrow in header), and no sorting (no

arrow).

YOU can deS|gnate a more nformation Subjects Reports

Jiven Mame - || Starts With -

complex sorting by sorting the first

1 M2

Alternate ID Other 5

column, then hold down the shift Surname Given Name(s)

Brosisis Temess .
key while click one or more Davie Ca.,ojjc"d down shift

gt
— ~ key to add

additional secondary columns. pavies “™* secondary sort

Davies Edwal'dcolumngaws
Numbers will be displayed beside Davies Edward

Davies Edward C.

the arrows in the column header
signifying the order in which the columns will be sorted. Secondary sorts only matter

when there are equal values for records in the preceding sort.

Right-clicking on a column header pops up a menu from which the same sorting can

be done (or cleared).

Columns are sorted with an appropriate sorting scheme. Text fields are sorted
alphabetically, and numeric fields numerically. In the case of free-form date fields,
an attempt is made to extract the year and month. Columns where a mix of data has

been combined (as in some of the Composite View columns), are sorted as text.

Searching and Filtering Records

The main function of the toolbar is to support searching and filtering of records in the
data type being displayed. This applies to both the grid and Composite View display
formats. Defining the parameters for a search or filter are basically identical,

although the resulting display is different.
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Surname, Given Mame w || Starts With - D Search - Y' Filter = Clear ZShochmpos'te

Column(s) Condition  Criteria Action Buttons

Simple Matching (single set of criteria)

. . Surname, Given Mame = || Start:
The Column(s) field is where you select the | : |
Surname, Given Mame L\\y
display column (or in some cases, Other Surname, Given Mame [Vear £
columns) to be searched or filtered. A drop Subject ID Ruth
Utn
down list of all the available columns in the Alternate [D L o
Surname i
current display is available to select from. Given Name(s) Census
Only columns currently set to display (as Other Surnames Census
. . Gender .
opposed to those that are hidden) will Birth Census
. . Directc
appear in the list. Married
Death Peath
. . . ermar Census
There is a special case with people Remarks =
Date Updated Census

Subjects, shown above the separator line

in the list. When you select one of these

items with multiple columns (as in Surname, Given Name), the text entered as
criteria must be in that format. If you do not enter a comma, the search will revert
back to a single column search using the first of the multiple columns (in this case,
Surname). Thus, you can leave the column designation as the multiple case, but
only enter the comma and Given Name when you really want to. When you do enter
values for multiple columns, the condition is applied to each column separately.
Thus if you select Surname, Given Name with the condition Starts With, and enter
“Shop, C” as the criteria, you will find the first row with a person whose surname

begins with “Shop” and a given name that begins with “C”.
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Surname, Given Name * || Starts With * || Shop, C }:3 Search - T’ Filter = Clear ZShou.'C:m[:

Subject ) — o .

D Alternate 1D Surname Given Name(s) Other Surnames Gender Birth

1 Davis Ruth Sarah Davies | Thomas F 8 Apr 1892
2 Davies Samuel Winfield  Dawvis M 22 Sep 1867 Abt 1
3 Shopbel Clara Gussie Davis | Davies F 17 Feb 1865 Abt 1
£ Davis Arthur H. Davies M May 1885
5 Davies William Leslie Davis M 7 Dec 1889 24 Ay
A Mizuic Czmmiial W hA At Frrm 1007 £a 1002 | Akt 1

The condition field is next, and determines how the search or filter criteria will be
applied. This too has a drop down list of choices, which depend upon the data type

of the column(s) selected.

Text Numeric Date
(o s [swean :
W jec Equals Birth - (i B
Starts With I} Subject Alternate ID A %En I Msubject F
ID Less Than = Alternate ID s " ke
f P =
(= tains Ty 1 Daw Greater Than Sar. |1 Da-..;mer 5

Ends With

e HTER Sarak

Day Mot Equals jel \

=]

Finally, you must enter in the criteria to be applied. Clicking Enter at this point will
apply execute the search or filtering, whichever has the light box around the button.

Set the default toolbar action to match your preference in the program Options.

Otherwise, you can just click on the desired button, or use a keyboard shortcut

(Crtl+S to search, Ctrl+F to Filter).

§ Do not enter wildcard characters (*, ?) into the criteria unless they
are part of the text you are trying to match. The Condition field
provides these wildcard functions automatically.
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Data Display and Manipulation

Clooz will then display the results. If there Search Results 5
are no matches to the criteria you entered, a .
. . . " Mo matching records found.
message will pop up stating this. -
OK

If this was a search, the matching rows will
be highlighted, and Clooz will move to the

first matching row.

If a filter operation, Clooz will only display records that
match the criteria. In addition, a filter icon will appear in Y
the status bar to indicate filtering is currently in effect and

only a subset of the data is being displayed.

Click the Clear button to clear a currently

. . earch - Filter = Clgar _: Show Con
active search or filter. —
Gender Clear (Ctrl+C)
F 17 Feb 1865 Abt

When search results are displayed that have multiple record
matches, you can advance to the next matching row by clicking the
Search button again. Shift-click the Search button to go back to the
previous matching item.

When searching for names in the Other Surnames column, itis
best to use Contains as the condition, since the field could contain
multiple names. Using Starts With in that case would only evaluate
the first or possibly several names for that person.
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Advanced Matching (multiple sets of criteria)

In the preceding section, the process for performing single criteria (simple)

searches and filtering was covered. What if you want to combine several sets of

criteria to use in the search. Clooz provides an Advanced Search and Advanced

Filter capability for this purpose.

Click the down arrow to the right of the Search or
Filter button. A menu will appear to chose from.
Simple is the process we previously described.

Select Advanced.

A dialog window will display & Adenedfiter

At least one of the selected fields match

for you to define the match

® ALL of the selected fields match

criteria.
Select fields to search in Select the ma
Subject ID Equals
The advanced search Alternate ID Starts With
. +| Surmame Starts With
window lets you formulate I —
any combination of fields to Other Sumames Starts With
+| Gender Starts With
be tested, and you can . e
designate whether all of the Martied During
+| Death Before
columns you select (using I St Wi
the checkbox) must be met, Pete Updated During

or at least one of them. A
Find or Filter button will
appear to execute the
search, depending on which

toolbar button you selected for the advanced action.

her Surn

=]

tch criteria

,D Search -

Da

2000

Simple

Advanced

r

Filter

L

Text to search for

nclude blanks

The "Include blanks" column is how you can indicate whether records that have

blank values for the field should be considered a match or not.
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Resulting display:

Birth * || During ¥ || <Advanced> O search + T Filter = Clear :| Show Composite
Su‘béect Alternate ID Surname Given Name(s) QOther Surnames Gender Birth Married Death
1 Davis Ruth Sarsh Davies | Thomas 8 Apr 1892 9 Dec 1980
] Davis Blanche R. Davies F Aug 1898
9 Davis Mellie C. Stepp F 2 Jun 1900 Abt 1926 11 Apr 1932
20 Davies Sarah Davis F 25 Sep 1830 18 Feb 1871
21 Davies Sarah E. F 1879
27 Davies Grace F Sep 1802
3z Davies Susannzh F 7 Oct 1863

Grouping Records

When the grid format is displayed, a grouping feature is available to group records
based on them having the same values in the field(s) you designate. To use this
feature the Grouping box needs to be displayed first. Display the Grouping box by
clicking on the button on the far right side of the toolbar, or right-click the grid and
select Show or Hide Group By Panel (either method will toggle the Group By Panel
on / off).

Sources Infarmation Subjects Reports Template Editor

,DSearC" - Y’ Filter = Clear

Grouping Panel

¢ |Surname, Given Name * || Starts With - 3 Show Composite

Drag a column header here to group by that column

Sul;}ect Alternate ID Surname Given Name(s) Other Surnames Gender Birth ed I
ID
35 Brosisis Terressa Apr 1875 =
37 Edit Item Ctri+E Bet Apr 1926 and Ap...
T Bulk Edit [tem(s).. Ctrl+B Bet Apr 1931 and Ap..!
39 Delete Item(s) DET tfp Al
A0 Export ltem to Genealogy Programs Ctrl+X gg |e G rd|;5: Apr Em ,_‘pPaneI onIOﬁ
EE Generate Report Ctrl+R Bet Apr1919a
42 Export All ltems to Excel Ctrl+ A&
43 Export Selected ltem(s) to Excel Ctrl+5
4L et Apr 1946 and Ap...
45 pr 1925 and Ap...
46 ide Search Toolbar Bet Jan 1890 and Jan...
47 Hide Group By Panel Bet May 1918 and Ju..
m Choose Columns to display Bet Apr 1910 and Ap..
49 Ctrl+F Bet Apr 1921 and Ap..
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The Group by a particular column, drag the header into the Grouping Panel. You

can group by more than one column, but is probably only useful if you have a lot of

record with the same values in the secondary columns.

25 Sources Information Subjects Reports

¢ |Surmame, Given Name - || Starts With - ,OSearc" - Y Filter = Clear ZShcchmst'te
A
Surname
Subject ID Alternate ID Given Name(s) Other Surnames Gender Birth Married Death Rer
b Surname:
b Surname: Bishop
¥ Surname: Brosisis
¥ Surname: Davies
¥ Surname: Davis
4 Surname: Fudge
53 Sarah Fuge | Davis | Davies  F BetJun 1828 and Jun 1829 3 Oct 1848

Thomas

e
R

Samuel

b Surname: Jones

+ Surname: Lotovich

Customizing Display Formats

Clooz allows you to customize the columns of the grids and Composite Views for the

various data types according to your personal needs and preferences. You can

control which columns appear, the order they appear in, and the width of each

column.

Adjusting Column Widths

There are two ways to adjust the width of the columns:

1.

Manually, on an individual

. .. ‘Province County Parish/Township
basis. Position the cursor T
over the border llne nia Schuylkill County She
appearing between the Tia Merthumberland Coun... Sha

headers of two columns. When the left-right cursor appears, click and drag left

or right to change the column widths.
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2. Have Clooz automatically find Edit Item CrieE |,
the best fit based on content Bulk Edit [tem(s). Ctrl+B
. . Delete Itemi(=) Delzte
widths (found in the Context n
. L Export ltem to Genealogy Programs Ctrl+X
Menu by right clicking or type
Generate Report Ctrl+R
Ctl’|-F). Export All ltems to Excel Ctrl+A b
Export Selected Iltem(s) to Exce Ctri+5 !
Clone (to split into multiple records) Ctrl+C !
Convert Information Record Ctrl+V

Hide Search Toolbar
Show Group By Panel

Choose Columns to display Ctri+L
Apply Best Fit - All Columns l\e Ctrl+F
Changing Column Order
You can change ¥
the position order ¢ID | User Rating Document _.':ii_ ot .__::- ent Type Year
* i
of each column by Photagraph

clicking and grabbing a header and dragging it to a new position. As you drag the
faint image of the selected column, arrows will appear indicating where it would be

positioned when you release the mouse button.

You can also remove a column by dragging it off the top of the grid. However, if you

do that, it can only be restored using the Choose Columns to display feature.

Choosing Columns to Display

Click on the Choose Columns to display item in the display's Context Menu (right-
click) to add or remove columns from the display. A dialog window will appear where

you can set the check boxes for those columns you want to be visible.
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Edit Item

Bulk Edit ltemi(s)..

Delete ltemi(s)

Export ltem to Genealogy Programs
Generate Report

Export All [tems to Excel

Export Selected ltem(s) to Exce

Clone (to split into multiple records)
Convert Information Record

Hide Search Toolbar

Show Group By Panel

Cheose Columns to display

Apply Best Fit - &ll Columns I})

Ctrl+L

Ctrl+F

B

B

. ﬂ Column Selection —

Info Record ID
Personal File ID
User Rating
Document Type
Repository
Sourcelﬂ\;_abel
Source Title
Event Type

Year

Country

v oK X cancel

D When a column is added it is initially positioned on the far right side
of the grid. You will need to slide it to your desired position after
exiting the Column Selection dialog.

When choosing columns for the

Subject page, remember the identifier

columns from external files will not

appear unless a Primary external file

has been designated in the Home:

External File Links.

1 column Selection - m] x

External ID (RIN)

User ID/ Reference

Ancestral File No.

FamilySearch Family Tree ID

Ilcar Fiald 1 -

Vv OK X Cancel

lia
lia
lia
lia

lia

lia
lia
lia
lia
lia
lia

lia

lia

Nia

lia

lia
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Managing Data Records

To manage records in Clooz, click the

Record Types

tab for the desired data type on the e

main screen. Right click on a record to

t (Tabular - People)

(Tabular - Ships)

choose from various edit functions in

the context menu, or select a specific %2 .
template in the Navigation Panel to ,;D .
create new records. % .

REA Personal Communications. v

& Recordings v

Adding New Records

£ Database Newsamplec

To create a new record:

1. Display the main page for the type
of data you want to add (selected
by the tabs at the top of the main

window).

2
t (Tabular - All Subject Types) |

Reports  Template Editor

Personal File ID | Document Type Event Type
Military Entry Record... Military Entry
Mining Accident [Ne...  Mining Accident

M
Edit Item CirleE
N Bulk Edit ftem(s). Cirl+B
Delete It Delete

s to display Ctrlel

L)
"
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2. Inthe Navigation Home Planning Repositories Sources | Information

Panel on the left Record Types New ¢ |Info Record

Info
L= Record ID

L@ All Information Records
™
Generic Records -~

Generic Document

side of the window,
find the template

you want to use.

3. Either double-click

the desired Generic Document (Tabular)
template type, or Generic Document (Tabular - Business/Building)

click the New button

when the desired template is already selected.

4. The editor will then be displayed to edit the data for the new record.

Editing Existing Records
To edit an existing record:

1. On the appropriate page of the
main screen, locate the record

you want to edit.

2. Do one of the following to activate

the editor with this record:

» Double-click the row containing the record (grid display only),
o Select the record and press Ctrl+E, or
» Select the record and right-click, selecting Edit Item.

3. The editor will now appear with the data from this record.

Double-clicking items in the Composite View expands the sub-
items. Right-click and use the Context Menu there or short-cut.
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Deleting Records

X Database: NewSample.clz - Clooz by Ancestral Systems LLC

To delete one or more records:
Subject Types New ¢ |Sumame, . Given Name || starts With - ,Oij

. E:. People Su::E\ect Sumame Given Namefs) | Cther Sumames Gender :

1. On the appropriate page of the [op— T ow mmsen Dweitoms f 3
PN Davies Samuel Winfield  Davis M 27,

. ﬁ AR NP 3 Shopbel ara Gussie Davis | D F 1

main screen, select the record(s) E— v e famen Jowe W
you want to edit. (multiple records ~ ® " T e |4

. . Bulk Edit Item(s). Ctrl+B i

can be selected using by hold S tnt s ] ot |
down the Ctrl key while clicking Bt ome |
additional rows, or the Shift key 5 e
while clicking the last row of a span e a0

of rows) ol U v v B

2. Do one of the following to delete

the records:
* Select the record and press the Delete key, or
* Right-click the highlight area and select Delete Item(s).

3. The display will refresh after deleting the records.

Merging Records

Two or more records of the same data type (Repositories, Sources, Information,
Subjects) and template type can be merged. All of the data from each will be
combined, as well as any links to other records. If there are different values for the

same field you will be requested to pick one.

To merge records:
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1. Onthe appropriate page of the main  sume 1w« smimie cmw - pa
ﬁ‘ -y S“Ff:‘ Alternate ID SU:W;W Ewe"';jme‘sj Other Sumames
screen, select the records you want : S S
to merge (after clicking the initial row, 5 o :
1 Davi Davies | Thom
Ctrl+Click the additional rows). At . i .
least two rows must be highlighted. : o foumein
2. Do one of the following to merge the Zi
records:
» Select the record and press the
Ctrl+M key, or
* Right-click the highlight area and select Merge.
3. Select the record ID (of the .
Selected records) to use for the Select which subject ID should be used for the new (merged) subject:
o [6] - Samuel Davis
newly merged data. (361 - Samuel D
Cancel Back Next Finish
4. Resolve any conflicts that Clooz B et .
identifies (where the two records St e formaionte vaued oo i the ellowing feld

© 4ot 1902-1903

have different values for the TR

Between April 1902 and April 1903

same field).

Cancel Back Next Finish

5. The newly merged data is presented in the editor for review.

=, & |l
N |y -y
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Database: NewSample.clz - Clooz by Ancestral Systems LLC ? - a] X
Subject D Alternate ID Prefix Given Name Surname Suffix Nickname Alias Martied Sumames Detals  Medis
6 Samuel Davis
Other Surnames Sex Living? Event / Parameters Data Values
M 4 gith Samuel Davis
Birth - Date Location Marriage - Date(s) Location
Date en January 1802 and Janua.
Abt 19021903 Pennsylvania Abt 1924
S o Location: Pennsyhania
Place Detail
Description:
Remarks:
Rationale:
Informan;

Evidence Assess...

Confidence Ratin. =/ |
4 Participants/Det.. | (1)
»  Samuel Davis Principal
Fvents  Family  CSK  Censuses  CilRecords  Colwel  Directories/  Images/ Land/ Newsfirticles  Personal  External  Research
Records Religious  Registers Recordings  Property Comms.  Links Objectives
Event Date Event Type Location Description (T3 Role Brincipal? 2D Info. Year | Informa
et Typ P! (25 appeared) P: (Info. Record)
Between January 1902 5...  Birth Pennsyivania Samuel W Ir Da...  Principal 4| 1920 Census (U'g
1 January 1820 Residence Shamokin, Northumberland County, Penn. Samuel WJr Da... Principal 41920 Census (U
1 January 1920 Occupation Shamokin, Northumberland County, Penn.. | Labar (Knitting Mill Semuel WJr Da... Principal 41920 Census (U
1 January 1920 Census Shamokin, Northumberland County, Penn.. Samuel W Jr Da. Son 4 1920 Census (U
Between April 1902 and... | Birth Pennsyivania Samuel Jr Davis  Principal 5 1910 Census (U
15 April 1910 Residence Shamokin, Northumberland County, Penn.. Samuel Jr Davis  Principal 5 1910 Census (U
15 April 1910 Census Shamokin, Northumberland County, Penn.. Samuel Jr Davis Son 5 1910 Census (U
n n ianan . o n - e n - enin - Thd
< >
Save and Start
+ Save Subject Cancel
+ e Subject > ¥ x

\Clooz Beta Data\NewSampleclz  Primary External File: None designated Editing: Subject

***BETAv4.0.0.125"* - D:\My D

Cloning (Duplicating) Records

You can clone (duplicate) Information and Subject records when you need to split
the original record into two, or in the case of Source records, simply start a new

record using the contents of an existing one as a template.
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To clone an Information or Subject record:

S Database: NewSample.clz - Clooz by Ancestral Systems LLC

1. On the appropriate

Home FPlanning Repositories  Souces Information | Subjects | Reports Template Editor
Subject Types New < |sumame, Given Name ~ || Starts With - S search = Y Filter v Clei
page of the main - .
B; People Subject Alternate ID Surname Given Name(s) | Other Surnames Gendler
D
screen. se I eCt th e M Businesses 1 Davis Ruth Sarah Davies | Thomas ~ F 8 Apr1
I’ S 2 AltiDSam Davies Samuel Winfield | Davi M 22 Sep
ﬂ et B i 3 Shopbel Clara Gussie Davis | D F 17Feb 1
reco rd yo uwa nt to Q S 4 Davis Arthur H. Davi M May 188
s 5 Davies William Leslie Davi M 7 Dec18
! Artifacts 6 = o M Abt from
Edit Htem Curle
clone. Only one 7 M Abt 1907
Bulk Edit ltem(s)... Ctrl+B
8 F Aug 189¢
Delete ltem(s) Delete J
9 F 2 Jun 19C
row can be Export ltem to Genealogy Programs  CrleX
10 M 15 Aug 1
Generate Report Ciri+R
. . n Export All ltems to Excel Ctrl+A M #1becl
a7
h|g h||g hted . 2 Export Selected ltem(s) to Excel Chrles F e
13 M May 188"
" Clone (to Split Subject Perzona) & Ctr+C M 15 May
15 - 2 Mar 1
Clone (to Split Subject Persona) (Ctrl+C)
f 16 r 17 Mar 1
2. Do one of the
18 ns Ctrl+F M 14 Mar 1
19 arah Navic M 18 Der 1

following to clone

the record:

» Select the record and press the Ctrl+C key, or
» Right-click the highlight area and select Clone.

3. The new record will appear at the bottom of the list. Edit both the old and new

records to make adjustments as required.

To create a new Source based on an existing one:

X Database: Sample.clz - Clooz by Ancestral Systems LLC

1. On the Source page, select o ooy eoctors | oumes | o SutgcsRepos_ Tempoe G
Source Types ¢ |SourceID ~ || Equals - Ose

the Source you want to copy. 1
R oo : .
@ Certificate 2 Bu‘\« Ejht\ts\“\ls)u ;-na

h|g h ||g hted ) D_:l ournal Copy to New Source Ctrl+C

Only one Source can be

Delete Itemis) Delete

Pr Ctri+X
12 Ctrl+R.
Ctrl
3 -
Expart Selected ltem(s) to Excel Ctries

2. Do one of the following to I

coO py the Source: @ Website e j’l:::m.ﬁﬁ E)-:va!e\ ) E:t

» Select the record and
press the Ctrl+C key, or
» Right-click the highlight area and select Copy to New Source.
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3. The new Source record will appear in the Source editor. Make any further data

modifications.

Cloning Subject records and then deleting links to certain
Information Records is a way of recovering from the situation
where you had a Subject record for a person who was really two or
more different people. This operation in effect splits the initial
Subject into multiple Subjects which you can then properly trim
down to their respective correct identities by deleting the
Information Records that do not apply to that identity.

Bulk Edits

ﬂ Bulk Editor = [m] X

Bulk edits is a special feature for

To change all of the Information Records you have selected, check the box for each field to be
included and enter the new value.

making the same change to

multiple records (those currently s e

Change Source to:
selected) in a single operation. It
v OK X Cancel

only applies the Source,

Information, and Subject pages.

First select all the records to be affected from the main screen, and then right-click
to view the Context Menu. Select Bulk-Edit Items to display the Bulk Edit dialog to

the particular data type you are working with.
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The bulk edit feature for Bulk it IR
SUbJeCt reCOde Can be Copy the value below to each of the 1 subject(s) you selected:

From: - Fixed Value:

used to set the values in
one of the 3 user definable ° ’

fields (Alternate ID, User v oK X Cancel

Field 1, and User Field 2)

to either the same fixed

value for all records (as entered into the text box), or to values from other ID type
fields in each record, including the various IDs from records linked to an external file

which is currently designated as Primary in the external files list.

Select the desired source field (or use Copy the value below to each of the 1 subject(s) you selected:

of fixed value) using the 'From' drop From: -
(Mone)

down list, and the destination field using = T — N

the 'To' drop down list. UserFfeld 1
Uszer Field 2

External RIN/Record ID

External User ID

External Ancestral File number
External FamilySearch FamilyTree ID

Fixed value (entered in the text box)

P Use the Choose Columns context menu item on the main screen to

turn on display of fields you want to view.
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Here are the fields available to edit using this feature:

Main Data Page Type Editable Fields h

Source Repository

Personal File ID
Information Record
Source

Alternate ID

Subject User Field 1
L User Field 2 y

Converting Information Record Types

You can change the type of template used in an Information Record. Perhaps you

have decided a different template would have been a better choice, or when

migrating to version 4, new template types became available.

To convert an Information Record:

1.

On the Information page,

Home  Planni

Record Types

select the record you

want to convert. Only one

=
can be selected.

Do one of the following to

convert the record:

e Select the record
and press the Ctrl+V

key, or

£ Database: Sample.clz - Clooz

by Ancestral Systems LLC

ng  Repos Sources | Information | Subjects  Reports  Template Editor
New ¢ |Info Record ID ~ || Equals P search ~ T Filter =
o | Personal File ID | Document Ty Event Ty v Count
Recony 1| Personal File acument Type vent Type ear Country
Military Entry Record.,. | Military Entry 1880 Usa
Edit ltem Ctri+E
Bulk Edlt ltem(s).. Ctrl+B

LD All Information Records
k n rds.

(Tsbular - People)
(Tabular - All Subject Types)
abular - Ships)

Delete Item(s) Delete

Ctrl+X

Export Item to Genealogy Programs

Clone (to split into multiple records) Cirl+C
Convert[formation Record sV
Hide Search Toolbar
Show Group By Panel
Choose Columns to display Ctrl+L
Apply Best Fit - All Columns Cirl+F

* Right-click the highlight area and select Convert Information Record.
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3. Select the template to be B Information Record Template Selector

Select the template to be used for this information record:

u Sed in th e Co nve rted Expand the desired category to see templates (in bold)
v Generic ﬁe%m‘s

v Censuses

reCO rd " v Civil Records

/ Religious Records

s and Registries

es & Recordings

» Land & Property Records

XK cancel

4. The converted record will appear in the Information Record editor. Clooz will

attempt to map the fields from the original template to that of the new one.

When the field types match the data will be placed in the field. Data content for

fields in the original template that do not have matching counterparts in the

new one will be list in the Remarks box of the Subject's details.
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Clooz Editing Tools

Each of the major data types in Clooz has a specifically designed editor. These
editors all adhere to the same general layout for a consistent look and feel. They are
designed to provide you access to related data outside the record being edited
without exiting the editor, keeping a broad set of information at your fingertips as
you edit. You can also display Clooz's new built-in media viewer to more easily

transcribe your data.

HOME DATA PERSONAL DESCRIPTION | EDUCATION PLACE OF Bjj ‘oo Sbjeet | Meds | freme fomy  Tese

RELATION |-
Relationship of

this person to
the head of the

family
Samuel-Stella Davis 1930 census2.jpg

Clooz editors use a template-based approach. The Information Record editor
supports over 200 different templates (80 of which are new in Clooz 4). There are
templates for each of the 5 Subject types, and 9 Source types. The completely new
Research Planning tool in Clooz 4 has editors for its component record types
(Projects, Objectives, Tasks). These editors are all covered in detail in their own

help topics.

In Clooz 4, an internal media viewer has been added to assist in data transcription

or extraction from digital images of a source document. This tool can display digital
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file content of various types, either within the Clooz program window, orin a
separate external window. The content can be manipulated in a number of ways to
make data transcription easier (panning, zooming, brightness & contrast
adjustments, rotation, and features to display column and row headers within the

image). All of this is described in its own help topic: Using the Media Viewer.

Editing Text Fields

Clooz editors use text field editing controls when you enter or edit text in a variety of
fields. The behavior of these edit controls changes when appropriate for the type of

data being entered:

Basic Text Fields

The basic text edit control behaves the same as most standard Windows text edit
fields:

1. To activate the edit mode, either click inside the edit o

box or tab (or shift-tab for reverse) into it from an R
adjacent field.
2. When first activated, any existing text will be vear: [ 1880

highlighted for replacement. If you were to

immediately start typing, the new text would replace the highlighted text.

3. To edit the existing text, position the cursor (should

Year: | 1 dQDT

appear as the edit cursor) at the desired character
position for where you want to start inserting characters. You can use the

Home key to move to the beginning, or End key to move to the end.

4. When the desired text is displayed, click in another field you want to edit (or

press tab / Shift-tab key to move to the next / previous field).

In some many cases, hover the cursor over the field's label to see any pop-up hints
that Clooz has for that field.

-82-



Clooz Editing Tools

This basic form of the text edit control is used when the field values are more likely
to differ from the same field in other records. User defined ID fields, age, dwelling
numbers, etc. are examples of these types of fields. Name fields in Information
Records use this type of field since you are meant to be recording names as entered

into the Source document (misspellings or name spelling variations included).

Most times the basic text edit control is meant to be a single line (as seen above).
However in some cases it is expanded into a text block to allow the entry of multiple
lines of text (such as for descriptions, comments, and remarks). The multi-line text
blocks operate the same as the single line controls, except Enter can be pressed to

move to the next line of text.

Document Description

This is an example of
multi-line text blocks,

Constrained Text Choices

Some edit controls only allow you to Repository:
select a value from the drop-down list. FamilySearch ”
When such a control is not the active control of focus, it will show a down arrow on

the right side.
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Click on the control to open the drop-
down list (or press ALT+DOWN
ARROW or F4). Then select the desired
value. You can use the Up or Down
keys to select another value (then press

Enter), or simply click the desired value.

When exiting such a control, whatever
value is showing in the box is the one
that will be retained. If a different value
is highlighted in the drop-down list, but
not selected (Enter or click) prior to

exiting the control, the value is not

Repository:

|Fa*ni|y553rch

(Mone)

Ancestry

Archives Mationales (France)
Archives(.com)

Arkivwerket (Morway)

Family History Librany
FamilySearch

Find a Grave

FindhiyPast

Fold3

Forces War Records
Genealogy.com

Library and Archives Canada
MyHertage

Mational Archives (US)

Mational Archives of Australia

Changed. NE".-‘.-'EEEE'E’S.E:H'I 1L
Auto-Fill Text Fields
Data fields where values will likely be used State/ .

Province: Pennsylvania

multiple times (such as country, state, and
county names) will display a drop-down list to choose from and also suggest
automatically completed text as you type. When the edit mode is not active, these

control appear like the basic text controls.

When the edit mode for the control is State/
Province:

Pennsylvania -

activated, a down-arrow will appear on the
right side. The entire text is initially selected for replacement. Set the cursor to a
specific character position to modify the value, otherwise whatever you enter will

replace the highlighted text.

To open the list, press ALT+DOWN ARROW or F4, or click on the dropdown button.
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In addition, as you enter text characters into State/ [ g ~
Province:

the field the first matching value from the list evines (None} lr?@

beginning with the same characters will be PA

used to auto-complete the rest of the field. Pennsylvania

The suggested additional text is highlighted
such that if you continue typing, it will be replaced with an updated matching

suggestion.

Before exiting the edit control (either by clicking another control or pressing the tab
key), ensure the text appears in the box the way you want it. Selections from the list
must be complete by clicking them or pressing the Enter key in order to make the

change the field's value.

There will be times when you have typed in the text you want but
Clooz is extending it with a suggested text (i.e., you do not want the
suggested text). Assuming the cursor is after the last character you
typed and the suggested text is highlighted, simply press the
Delete key to erase the suggested part. Then exit the box.

3 The content of the drop-down list is an accumulation of all the
entries you have made into that type of data field (country, state,
religion, surname, street name, etc.). If you need to change all of
the occurrences of a particular value, use the List editor in the
Home tab, Tools.

3 Any text field where the text is wider
than the available space will show an
ellipsis at the end of the otherwise
visible text. Hover the cursor other
the control to have Clooz display the
entire text value in a pop-up window.

r | Pennsylvania Department of He..

Pennsylvania Department of Health
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Editing Rating Fields

Clooz provides a rating control for ) | User Rating Document Type
displaying a rating or priority value in * Death Recard

graphic form. Both positive and negative XX Census (UK)

values are supported. Positive values are % % % % Correspondence

indicated by star images, and negative

values as a red X.

The rating control is used in the following fields:

i Record Type Field b
Information Record, Source, Research Project, Objective, Task User Rating
Research Project, Objective, Task Priority
Information Record Events and Families, Participants ggzzgence

\ y,

The maximum number of stars and X's Clooz will display is 4. The default starting

value is none, displaying no stars or X's.

These ratlng flelds can be User Rating v || Not Equals >0 £ Search + Filter
Info Record . . . ;

Sorted Searched and D Personal File ID | User Rating Document Type Event Type Yee

’ ’ 15 * Death Record Death 192

filtered on the main screen XX | Census UK ree

. |23 % % % % Correspondence Correspondence 18¢

data pages using a
numerical value ranging from -4 to 4, where -4 is 4 X's, O is no stars or X's, and 4 is 4

stars.

P In all cases, the definition of each rating level is left to the user
since there are numerous ways users might want to use these
fields.
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Selecting Rating Values

To preview a new selection, hover the cursor over the stars or X's.
To designate a rating value using the rating control, do one of the following:

» Click on the star or X representing the level you want to select. You can only
directly select a rating value of 1-4 items (stars or X's), whichever is showing at

the time. Otherwise edit using the increase and decrease buttons.

* Activate the edit mode of the rating User Rating: % % [ | [

......

control edit mode by pressing the tab
(or Shift-tab) from an adjacent control. When activated by keyboard
navigation, a focus box will appear around each star in sequence. When this

box is visible, use the left and right arrow keys to change the rating level value.

* Click on the plus or minus button to increase or decrease the rating level.

Use the increase or decrease buttons to return the rating level to 0
(no stars or X's), or to transition to stars from X's or from X's back to
stars. If one star is selected and you press the decrease button, the
rating value returns to 0 (no stars or X's). Continuing to decrease
will switch the display to X's. To return to star icon's, click the
increase button until the desired value is obtained.

Editing Calendar Date Fields

A few fields require the entry of specific qu:; 07 Jul 2022 =

calendar dates, such as the Date Accessed

field. The edit control in this case shows a small calendar icon on the right side.
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Click the calendar icon to dro 2
P Date | 07 jul 2022 B UserRating: A

Accessed;

down a date selection control,
) Jocument D 4 July 2022 ’
select the desired month and sy e
Su Mo Tu We Th Fr Sa

year and then click on a day in
1

5
7 3 9

that month.

L
P
i
on

10 11 13 14 Ié'IE- 16
1w 1% 19 20 21 22 23
25 26 27 28 29 30

—
P

L P
L =

Today Clear

You can change the date selection without opening the dropdown
calendar. Position the caret at the portion of a date value that
needs to be changed. To increment the value, press the UP
ARROW. To decrement the value, press the DOWN ARROW. Or
use the mouse wheel.

Calendar dates must be entered as a full date. Ranges or partial
dates (month or year only) are not supported at this time.
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Working with Digital Media Files

Clooz supports linking digital media files to the following types of records:
* Repositories
* Sources

¢ |Information Records

To associate a digital media file with a Subject record, create an
Information Record of the appropriate type (Photograph, Audio,

Video, etc) and link the Subjects associated with the file to that
record.

j Clooz only saves the file location when linking a media file. The file
itself is left external to the Clooz database.
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Linking a media file to a Clooz record

TO ||nk a medla flle, Select the Medla Source Subject Media Events Family Tasks

Samuel-Clara Davis 1920
Census.jpg 88 -

tab in the editor's right side panel and

do one of the following:

* Drag and drop a file from the
Windows file explorer onto the

Media Panel in Clooz,

e Click on the Select File button
and then select a file from the

file selection dialog window that

pPops up,

* Click the New Item button to
add an unspecified media item,
then open the new media item

and enter in the file location.

+ Select File + New [tem
Be sure to save the record you are

Add a new media file (which you select) to this record.

linking the file to when closing it. LT  Save Record | | % Cancel

New Info Record
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Editing the Media Item Details

After ||nk|ng med|a fl|eS tO a C|OOZ Source Subject Media Events Family Tasks
record, you can enter more detailed samuel-Clara Davis 1920
Census.jpg
information about them in the media
item appearing on the media panel. Path: | D:\My Documents\Clooz Data\Media\Sample Met| | ..
Title: | Samuel-Clara Davis 1920 Census.jpg
Click on the down arrow on the right Togs
Description:
side of the media item header (to the Size: 4304 pixels wide x 2960 pixels high (36) Dpi

Use system wviewer [] Auta-Open Madia ltem

right of the thumbnail image). A box

of detail fields will drop down for you
to edit.

When media files are linked Clooz will automatically add details it
finds in the Windows properties of that file.

Viewing Attached Media Files

Clooz provides you the option to view the contents of the attached media file in
either Clooz's own media viewer, or in the viewer setup on your computer system as
the Windows default. The Windows default viewer will be used if the Use system
viewer box is checked on in the media item's details, or if you set your Clooz

program options to not use the Clooz viewer.

The various media viewers in Clooz are all only for display (i.e., read-only). You

cannot modify the original file, or save as a new file.
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Clooz's media viewer
feature can display digital
media files either inside the
Clooz program window, or
as a floating external

window.

There are 4 different viewer formats, supporting the commonly used file formats:

Viewer Type

File Types

Image Viewer

.bmp, .jpg, .jpeg, .gif,
.png, .tif, .tiff, .wmf

Pdf File Viewer

pdf

Text Viewer

xt, .doc, .docx, .rtf

\Spreadsheet Viewer

Xls, .xlsx

J

Files of types other than those listed will automatically use the default viewer current

set in Windows.

Display a file in the designated viewer (Clooz viewer or Windows default viewer) by

doing one of the following:

* Click on the thumbnail image,

Click on this image to display it in the media viewer i

-—
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® nght-CIle the desired media item in Source  Subject | Media | Events  Family  Tasks

the media panel and select Display Samuel-Clara Davis 1920
Census.jpg
Selected Item, h Display Selected Item

Expand details for all media items
Collapse details for all media items
Select File to Add

Add new item (blank)

Unlink Selected ltem

Open a medla |tem in the medla pane| Source  Subject | Media Events Family Tasks

Samuel-Clara Davis 1920
Census.jpg

and check the box labeled Auto-Open

Media Item. 1t will then appear

automatica”y the next time the record Path: | D:\My Documentsi\Clooz Data\Media\Sample Mec
. Title: | Samuel-Clara Davis 1920 Census.jpg

is opened.
Tags:

Description:

Size: 4304 pixels wide x 2060 pixels high [96) Dpi

Use system viewer |v| Auto-Open Media ltem

Image Viewer

The Clooz Image Viewer has been
designed to support transcription of

data from digital images.

This includes features such as:

» Row and Column header overlays allowing panning of the main content while
keeping the headers visible and aligned
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* Row guide to keep your place in the image while transcribing

» Image adjustment features to improve the readability of the image (brightness,
contrast, rotation)

» Magnifier box
e Zooming and panning
» Docked or Floating Window

For instructions on linking digital media files to Clooz records and displaying them in

media viewers such as this one, see Working with Digital Media Files.

The Image Viewer Control Panel

Most of the Image Viewer features are controlled . - .
by a control panel which appears whenever the 4 {[ No..!.'.*_i_z’_.._.- Magnifier
cursor is over the viewer window. e
The Control Panel immediately provides access
to several buttons: N = Expand
j.. fO N Control
A Panel
» Close Button (closes the viewer) v b yeu declared your
» Magnifier Button (toggles magnifier box e T
/
on/off) / [Af’

« Expand Button (click the arrow to fully
expand the Control Panel)
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When fully expanded, the Control Panel shows

the full set of controls.

To close the Control Panel, click the right arrow,
or if the Auto close toolbox checkbox is checked,
the Control Panel will retract automatically when
the cursor is no longer over the Control Panel,

and disappear completely when the cursor is no

longer over the viewer.

I Row .
t 0 Guide O 0
~
‘ARD ﬂ- Q Zoom Reset
) Out(-) | 100% In(+)
e m——— 1
—{Family aame)
F Rotation Reset
----- e —
£ OQ(a
Image Reset
(D2 P B
- e I:E Preferences
. . v Aut toolb
= uto close toclbox
X
:u'._]'_””'. :h: Help
Keyboard Commands
. S
e A 2 ~ |

Floating and Docking the Viewer to and from an External Window

If you have more than one monitor you might want to display images in a separate

window on the other monitor to allow more room

the rest of the Clooz window. To do this, click on

the float button in the Control Panel or Press

Ctrl+F.

* | Source  Subje
@ O
[} Wm E Thom:

Float viewer as a separate window.

e latat-" 1. |
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To return a floating viewer ~ 5 =

N . ahol - I
to inside the Clooz window, TION CARD /g_‘({[ Nl ST Q e [
click on the dock buttonin =~ .. &2 ... o . |'="m o [
the Control Panel (or press e ‘: 5 .
( p S S A S B S “"OQ )
CtrI+F). =3 /)’70 ________ image. TR "
el .(;fz} .-.23,7(4‘., |:.'.I. r,l.... declared your > » : ]
These buttons appearinthe | = =5 7750
same location within the S tstn) T ot -
Control Panel. Whichone 57 %%e, 5.7 . - ., S
) 3 /-‘ja"" t 7. - f TR Editing: Infor
will appear depends upon
whether the viewer is
currently floating or docked.
Use the keyboard command: Ctrl+F to jump back and forth
= between floating and embedded viewer positioning. The viewer
needs to have current program focus (was last thing clicked) for
keyboard commands to work with it.
Panning The Image
To move up/down/left/right in a displayed image, do one of the following:
[ Panning Action Mouse Keyboard
+
Pan Up/Down Use Mouse Wheel Ctri+Up/Down
Arrow
Pan Left/Right Shift+Mouse Wheel Ctrl+Left/Right
Arrow
Pan any direction Click and drag
\Recenter on a desired point Double-click the point )
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Zooming the entire image

There are several ways to zoom the entire image. First ensure the viewer has

program focus by clicking in it once if you have been working in other areas of the

Clooz window. Then do one of the following:

Type of Zoom

Mouse

Keyboard

Zoom in/out at cursor loc-
ation

Ctrl+Mouse Wheel (continuous)
or

Shift+Left Click (zoom in, discrete
steps)

Shift+Right Click (zoom out)

Zoom in/out based on image
center

Control Panel zoom slider

NumPad Plus /
Minus

Zoom to a rectangle

Shift+Left Click - Drag to draw rect-
angle

Best fill the viewer / Default
level

Control Panel Reset button

Ctrl+NumPad 0

Zoom 100% of original image

\SIZG

Control Panel 100% button

Ctrl+NumPad 1

Clooz does have limits on how far you can zoom in or zoom out. When you hit the

limit, the zooming ceases to show further changes.

Using the Magnifier

The Image Viewer supports a magnifier function for
enlarging just a portion of the image. To display (or

hide) the magnifier box, do one of the following:

* Move the cursor over the image to display the

Source

Subject

Sowrce for this recor

S“Eﬁh ;r.\ Q | [us, 1920 Federal
EMUNERATOR Toggle magnifier box on/off
Ancestry
oo [T
[ e ey

control buttons on the right, then click the
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magnifier button,

» Click anywhere inside the image viewer to ensure it is the active control, then

press Ctrl+M.

The magnifier box should now be appearing in
the center of the image viewer. You can now

control its size, location and magnification:

T R B [ farne

WL T

[ Action Mouse Keyboard
Move box Click aqd d.rag magnifier
(cursor inside box)
Increase/decrease size of |Use mouse wheel while | Ctrl+Shift+NumPad
magnifier box cursor if over magnifier Plus/Minus

Reshape magnifier box

Drag any of the sides or
corners

Increase/decrease mag-
nification

Hold down Ctrl key while
using mouse wheel while
cursor if over magnifier

Ctrl+NumPad Plus/Minus

\CIose magnifier

Double-click magnifier

Ctrl+M

The magnifier is dependent on the resolution of the underlying

image to support significant enlargement. If the magnified area is

not of sufficient quality, try enlarging the entire image since this
regenerates the image from the original file contents.

Displaying the Row Guide

The Row Guide is a faint horizontal bar which

you can drag up and down over the image,

29 A REGISTRATION CARD/3 Iy,

serving as a placeholder as you transcribe the

information.
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Check the Row Guide box in the Control Panel to display the Row Guide, or press
Ctrl+Alt+Spacebar when the image has focus (you might need to click inside the

image to shift program focus to the Image Viewer).

When you position the cursor over this bar it will show as 2 /
\ :”; (X
up/down arrows, click and drag the bar to the desired position. 1) an aben, (1) or haw

The guide bar can also be moved by keyboard actions: Ctrl+Alt+Up/Down Arrows.

Using the Row and Column Header Overlays

You prObab|y have noticed the bl ue bars at the tOp Database: NewSample.clz - Clooz by Ancestral Systems LLC

and left side of the Image Viewer. The bars can be

dragged to open up overlay displays that you can use || = rowsur o omen owsion or comry.....

NAME OF INSTITUTION ...

gic

to display the headers for columns and perhaps the

name column as row headers. Of course this is only

useful for images of tabular documents, such as

census forms, which have rows and columns. Once
these header overlays are setup they will remain in
position as you pan around within the details of the document being displayed,
much like the fixed rows and columns feature in most spreadsheet software. The
column headers will move left and right only as you scroll through the image. The
row headers will only move up and down to remain aligned with the rows showing in
the image. Whatever part of the image you are looking at the column and row

headers will still be visible.
Here are the steps involved:

1. Make sure the image is properly oriented. The rows must be horizontal (with
no tilting). Use the rotation adjustment in the Image Viewer's Control Panel to

level the image if needed.
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2. Now grab hold of the top blue bar (hover
cursor over it and click) and drag it down to

create enough space for your column

headers.

4 Database: NewSample.clz - Clooz

by Ancestral Systems LLC

3. With the cursor positioned in the top area (above the bar you just moved), click

and hold down the left cursor button. Drag the image upward to until the

column headers on the image are in view.

34 Database: NewSample.clz -

Clooz by Ancestral Systems LLC

Information Record Editor ---

1920 US Census, population / Document 10: 4

N FLACE OT ABODE. RELATION, NATIFIEY XD MOTHEE TONGEE.
7 o
® | -~
i Eca
b z Ve i
| [ P | [— [y T--'—-
[ N "' = '
" L g Il T 1
NAME OF INSTITUTION ..oy = ENUERATED BY ME ON THE. H .7‘2‘1‘ DAY or_ e dog 1920, L2
W e ™
) Fitn s MLD o onch peorven 424 purvmia o sneh pems pzm e, 17|
. I— . =
e e e
P S I R R
= 0 | =

4. Now do a similar setup with the bar on the left
side, dragging it in and then positioning the
overlay image to show the rows of the Name

column.

E.l Database: NewSample.clz -

Clooz by Ancestral Systems LLC

NaME

RELATTON,

OF eals pesson whose place of abode on
Funuscy 1, 1020, wes Is (hln family.
Bateraraima v e o rvn e 1t il

i = Evias v dxnmcr 1. 1905, Gutt
AR A

aME
of auch person Whow

plae of abade

NaME

of auch perscon whots plsce of abods on
Fanuscy 1, 1020, wes Is (hln family.

5. The overlays are now setup. In the main image area, start panning and

zooming to notice that the overlays will continue to show what row and column

you are looking at.

When zooming the main area, the overlays will zoom as well, so you may need

to adjust the size of the overlay areas by moving the bars and / or repositioning

the overlay images.
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B Database; MewSample.clz - Clooz by Ancestral Systems LLC

Information Record Editor --- 1920 US Census, population / Document ID: 4

RELATION, NATIVITY AND MOTHER TONGUE. OCCUPATION.
- T -
- (e o — ——— e
- K I w—— B
7 [ s |8 i | v Tt [ ” £ - N e - Fr ) 1
Dlomepe lfey Toatie s Fowaslonris | W Dt — K
EOWA S 177 Eak el Cagpell | Foo de F |Gyl WedonZon | Brg St | | 108
|—— fleen . » Rkl 1 4 a0 %, | e __ v
- f};‘;’ [~ '._10\!;’!?‘1 { 2 s o : &‘U Hopra~ L/ N
— e 15 | onmiferrts Lpedas vty | w | 154
e z S Fa—— v L. bl Lo ontteny w | |r24d
— L el s i e | b b I /
™~ B niadrnin - oo | Boirer, | goaf vieie o 9 6
— i el ¥ P sl | Pnmploaniz | e | Hpnt L 1
~—t . ] = %_ Loomis | 2, i | Hee | M
= - G ) \ sl g i T "
) e s, uef msylionte | o nspdases b b | el bended W Nan
e - % sl | R B2 e R Aairy i
Penpee, By i T il | ... vl ateid =, 159
—— Faese. o, (ﬁ“’-‘!’”"" ! a2 LT e
— e s Fonrsyloanin | [Pt Fewreer | (dicd rncd e | |1y 5
— e . - [ e ] ol L | R, # = |

Correcting Image Orientation (Rotation)

Images are sometimes incorrectly oriented sideways or upside down, or perhaps

just at a slight annoying angle. Do one of the following to correct this as needed

(either using Control Panel features or keyboard commands when the image has

program focus (has been clicked at least once):

Rotation Action Control Panel Keyboard
Rotate 90 deg C!OCkWISe or 90 deg rotation buttons Ctrl+Shift+R or L
Counter-Clockwise
Rotate 2 deg increment Slight rotation buttons Ctrl+Ror L
Restore original rotation angle |Rotation Reset button Ctrl+N

.

When using the row and column header overlays it is important that
= you first have the image correctly oriented such that rows in the

image are horizontal oriented.
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Improving Image Viewing

If you are having a difficult time reading the data in an image, try adjusting the
brightness and contrast using those controls in the Contrrol Panel. Click and drag
the appropriate slider bar. Click the Reset button to return the values to the original

setting (or press Ctrl+B).

PDF File Viewer

Portable Document Format (PDF)isa  ........... B S,
commonly used file format developed by ‘L',:'f"‘;?;;;; wed chtin Levoiiy

Adobe in 1992. There is a special viewer Baonocs o it e gt e

e 38— /P53

in Clooz to support this format.

nnnnnnnnnn

For instructions on linking digital media
files to Clooz records and displaying

them in media viewers such as this one, see Working with Digital Media Files.

. . . ing: Kk ek k= |5 e —
This viewer can either be shown embedded [ER———— Sk
» (1) B

in the Clooz editor (see above), oras a

floating external file (see image to right). You

siieuquiny) abeq I3

can switch the display more back and forth
by clicking on the button in the upper right
part of the viewer which has a diagonally

oriented arrow.

To close the viewer, click the red X button

(upper right corner of viewer).
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PDF Viewer Components

Toolbar

Click the appropriate button on the toolbar to perform the various actions shown:

Print Close Viewer
Find text Float Viewer \
/ @ 0]
... O 1/)s 9 Q «~ — i
| | '\ :

Page Selection Zoom Page Display

Thumbnail Panel

The thumbnail | G e x|
a & e /e aqa~- B~
panel Can be E Page Thumbnails « 5=
d ; B~ -1 +
shown or hiddenby - |
clicking the Page =
Thumbnail button s

on the left side of

the viewer. This

3

panel allows you to

select document pages by clicking on the page's thumbnail.
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Context Menu (right click)

When you right-click inside the PDF viewer, / %{/ _ . y2,
L:-.'. L:.-‘:.‘:. -/.‘: Select tool = ? .
a context menu will popup containing some W Hand tool
. J/' /.—_: Marquee zoom
commands that are the same as those in the © Frevious view At Left
. g & Clockwise rotate Ctrl+Shift+ QemPlus
toolbar, or in other cases, are additional to e P
those in the toolbar. | find o7 P
/'f_-:!j Select All Ctrl+A
X .

Document properties...

Actions associated with these are described

below.

Navigating a Document
There are several ways to navigate between pages in the document being viewed:
* Use the scrollbars.

* Click the Previous or Next buttons in the toolbar, or enter the page number

directly into the Pager field on the toolbar and press Enter.

* A specific zoom level can be selected from a drop-down list with the zoom

button in the toolbar.
* Display the Page Thumbnail panel and click the desired page thumbnail.

To jump back to the section previously viewed, click the Previous View command in
the context menu (or Next View to return from a previous view). This can be done by

keyboard command as well (Alt+Left or Alt+Right).

You can also move a page with the Hand tool (select in the context menu). The
Hand tool enables you to scroll content by dragging the document instead of using

scrollbars.
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Searching for Text
If the currently loaded PDF file is based on text characters all® oel s
(as opposed to an image of text), you can search for text -

w Find (Ctrl+F)
values using the Find text button (or select the same in the 2 Find Text

=
context menu).
After clicking the Find button, asearch 7 ..°° """ o |
bar will appear into which you should | | et o e clatin leccad

enter the text you are searching for. There are several options you can select from

to define how the search will be done.

[ § Search for text in images is not supported at this time. j

Adjusting the Document View (rotation, zoom)

Use the rotation items in the context menu to rotate the document view either
clockwise or counter-clockwise. This can also be done via keyboard commands:
Ctrl+Shift+NumPad Plus or Minus.

You can zoom into or out of a document using any of the following methods:

e Zoom buttons in the toolbar

» Selecting the Marquee Zoom tool in the context menu, and then clicking the
cursor (press Ctrl key to zoom out).
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Text Viewer

B Database: NewSample.clz - Clooz by Ancestral Systems LLC Information Recard Editor --- Correspondence / Document 1D: 23 ? - O

€ @ Source  Subject | Media | Events  Family T

John Davis Letter.pdf

Cable April 10 1884

Dear Children
Cable to children from John

| write these few lines to you hopeing that you all enjoy good health as this leaves us at present except Davies.docx

inmind as you know Mother is gone home to Glery and we are left our heme is net the same now

since Mother is gone during her illness. She was in a verry happy state of mind our house some times

was full of people all crieng [crying] like children and Mother talking to them like a Minister. She had

ne trouble on her mind enly for us. She said it made her heart ake for us she should like to live with us

longer if was gods will but was satisfied to leave it all to gods will as she felt prepared to die through Children of John and
.. e a e s . a .. P PR o < L Sarah Davis.xlsx

o Correspondence n - e Date is when

The text viewer in Clooz supports a number of text file formats:

e Plain Text (.txt)
» Rich Text Format (.rtf)
» Microsoft Word documents (.doc, .docx)

The text is only presented for viewing. It is read-only, so editing and saving are not

supported.

For instructions on linking digital media files to Clooz records and displaying them in

media viewers such as this one, see Working with Digital Media Files.

|

Like the other media file viewers in Clooz, this viewer can AN x]|

either be shown embedded in the Clooz editor, or as a |
floating external file. You can switch the display more back
and forth by clicking on the button in the upper right part of the viewer which has a

diagonally oriented arrow.

To close the viewer, click the red X button (upper right corner of viewer).
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Spreadsheet Viewer

The spreadsheet viewer in Clooz can be used to view data you have in Microsoft

Excel spreadsheets (.xls, .xIsx formats).

The data is only presented for viewing. It is read-only, so editing and saving are not

supported.

For instructions on linking digital media files to Clooz records and displaying them in

media viewers such as this one, see Working with Digital Media Files.

Like the other media file viewers in Clooz, this viewer can Q0

either be shown embedded in the Clooz editor, or as a |
floating external file. You can switch the display more back
and forth by clicking on the button in the upper right part of the viewer which has a

diagonally oriented arrow.

To close the viewer, click the red X button (upper right corner of viewer).

-107 -



Chapter 6

-108 -



Chapter 7
Editing Information Records

Information records in Clooz are what hold the data content that you extract from
some information source. The Information Record editor is where you edit either
new or existing Information Records. You will use corresponding Source records to
save higher-level source citation about the document, website, book, or whatever
which contains the information you extracted, and link Subject records to this
Information Record (one for each person or other subject type mentioned in the

record).

The Information Record Editor

The Information Record Editor uses templates for entering data from information
sources. The collection of templates is listed in the Navigation Panel of the
Information page (main screen). When creating a new Information Record first
select which type of data template best relates to the information source you have
found. Some templates are designed to exactly match the information source, like
censuses for specific countries and years. Other templates are more general in
nature, and simply contain data fields that typically would be contained in those type
of information sources but have somewhat variable formats (ex., birth or death
certificates). Finally, generic templates are available which don't represent any
particular type of information source, but have fields that are usually of most interest

and usefulness in family history research.

Data Entry Field Pages

Clooz has two types of template components for you to extract the document data

based on whether the information applies to the document as a whole and all the
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people you link to the record, or is specific to a given Subject. In Clooz we call these:

e Common Information, and
¢ |nformation Details

Information Records

Examples

Date of record

Main event type / date
Location (e.g., Country, State,
County, City, District)

Information applicable to
the entire record.

Common Information

Name

House number, Street

\ Role/Family Relationships
Subject types). Age, Birth Place, Occupation, ...

Information for individual
Subjects (people or other

Information Details

Information Record Template Formats
Clooz templates for Information Records use one of two general formats:

 Form-based Templates, and
» Tabular Templates (new in Clooz 4).

Each Clooz template has one area for the Common Information. The difference
however, is how the templates display the detailed data for each Subject. Form-
based templates have a separate page of fields for each person listed in the data
source, while tabular templates have a single spreadsheet-like grid where each

Subject's details occupy a row in the grid, with columns for each data field.

Many information sources are laid out in a ledger or tabular type format (such as
censuses, church record books, ship passenger lists, and directories), where there

are usually rows of information for a particular person. Templates for these types of
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information use a gridded format for the Information details, more closely
resembling the layout of the source itself. Other templates for non-tabular layouts
(forms, certificates, plain text, etc.) use the form-based layout, where the details for
each person are displayed a page at a time. In some cases, templates are available
in both formats for the same type of information source, with the tabular one

designated as "[tabular]" in its name.

Form-based Templates

Form-based templates have an overall layout as shown below. The top section is
reserved for the internal Clooz media viewer, which is optionally displayed. The
middle section displays either a page of common fields applying to the whole
Information Record (main event, event date, location, etc.) or a page of detailed
information pertaining to whichever Subject is selected in the Subject List appearing
in the bottom section. The side panel on the right has several tab pages providing
access to related records (such as the Source record, Subject records, attached
media items, derived event and family information, and search tasks under which

this Information Record was found.

Database: NewSample.clz - Clooz by Ancestral Systems LLC nformation Record Editor -—- Population / Document ID: 14 ? = o x

Source | Subject Media  Events  Famiy  Tasks

Media Viewer

Information Pages Side
Common Information or Panel

Inf ion Detail [ d Subject bel
nformation Details (selected Subject below) TabS

Subject List

¥400.148 - DAMy Documents\Clooz Data\NewSample.clz
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The media viewer is discussed in Working with Digital Media Files.

The Subject List shows a list of those Subjects that you have linked to this
Information Record. These could be new Subjects you just created or existing ones.

For instructions on how to make these linkages, see the topic: Associating Subjects

with an Information Record.

P The Subject selection in the list is what controls what detail fields
will be shown in the editor, as well as which Subject record data is

editable in the right-side panel under the Subject tab.

Tabular Templates

New in Clooz 4 are tabular style templates. Much of the Information Record editor is
the same as with form-based templates except for the way Subject details are
presented. As mentioned earlier, the tabular templates are meant to match
documents that are in tabular form, such as censuses, church register books, voting
registers, etc.
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£ Database: NewSampleclz - Clooz by Ancestral Systems LLC Information Record Editor -— 1840 US Census, population / Document ID: 6

Media Viewer

Side
Panel
Tabs

Common Information Page

Subject & Information
Details Grid

400,148 - DMy Documents\Cloaz Date\NewSample.clz Primary External File: None designated Editing: Information Record
L

The grid displaying the Subject details (one row per Subject) has a number of

features:

* Depending on the type of document the template is designed for, there can be
multiple page tabs. These used when the template would require an excessive
width to capture all the data columns, or the original document itself has

multiple pages or sections.

* When templates have a large number of columns, columns on the left (which
identify who the row applies to) are fixed into position and will not scroll as the
other columns are scrolled horizontally. This allows you to always which row is

being edited.

* Note that the name and ID value from the Subject record is displayed in the
first column, not to be confused with the name as it actually appeared in the

document (shown in a later column).
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* Columns cannot be moved in a template, however they can be resized (click
and drag a column separator) or sorted by clicking on the column header (hold
down the Alt key while clicking to designate secondary sort columns). Clicking
a column header a second time reverses the sort order, and a third time
returns the column to its original unsorted state. The column widths and
sorting are saved and will be applied again the next time you use that type of

Information Record template.

Main Sheet | Supplementary Questions
~ a2 Locati H Id D
Page tabs
Date Cansus Taken Value of 5 Given Nam Relationship Place of B
(enumeration date) | Sheet | Line Street s
Hom:
Subject name and ID Z Name as in document
19 APR 1940 178 F 1133 (293 O 1400 Davis Samuel Head M Pennsyt
e 120] 19 APR 1940 775 F 1133 203 Davis Stella wite F Poland
Elizabeth Davis [37] 19 APR 1940 78 Fe 1133 293 Davis Daughts F =
ADR 194 i Fern MERES Davis Daughts F w s v
s B9 ey W‘i% 7878 F MERES Davis Son MW 6 s vl o
vich [40] ng R umns 178 79 F 1133 | 293 Latovich ces Mother w F w 5! Wd
+ Charles Lotovich [41] 19 APR 1940 178 80 F 1133 | 293 Latovich Charles Brother in Law M w 20 S H-1 Pennsylvania
The panel on the right side of the oo B
Source Subject Media Events Family Tasks |

Information Record editor contains six

Source for this record (select one, or leave blank for new source):

tabbed pages Each Of these are Wales, 1867 England & Wales Census (MyHeritage) -
. . . . Repository:
described in their own help topics: I sy b A, |

e Source Tab - Select and edit the

source citation data for where the Information Record's data came from.

» Subject Tab - View or edit the Subject record for the Subject that is currently
selected in the Subiject list or tabular grid. For a complete description of how

Subjects can be linked to this Information Record, see Associating Subjects

with an Information Record.

-114 -



Editing Information Records

* Media Tab - Here is where you link digital media files to the Information

Record and control their display in the media viewer.

e Fvents Tab - You can extract an unlimited number of events from the data in

the Information Record.

e Family Tab - You can document family relationships for the Subjects linked to

this Information Record.

» Tasks Tab - Here is where you can view this Information Record's connection

to Research Tasks (searches) or even create new Research Objectives or

Tasks.

Information Record Editor Bottom Panel

The panel at the bottom of the Information Record editor (just above the status bar)

contains buttons to initiate a number of actions:
* Print - [coming soon]
* Report - [coming soon]
* Connecting a Subject with the Subject Type

. - 4 ("') c
Information Record Persan 4} New ¢ Link
v'| Copy selected subject's details

* New - Creates a new

Subject record and links it

* Link - Select an existing Subject record to link

. ve and Start New Inf e
Save and Sta © © o 23V€ ] + Save Record ¥ cancel

New Info Record

Record - Saves the
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Information Record currently being edited, and then displays a list of
Information Record templates for you to choose from to create a new

Information Record and edit it.

» Save Record - Saves any changes to the Information Record currently being
edited (as well as Source and Subject records that might have been edited in

the side panel) and then closes the editor screen.

* Cancel Record - Discards any changes to the Information Record (or the

record entirely if it was newly created) and then closes the editor screen.

Adjusting Size of the Editor Sections

Use the separator bars between the

different editor sections to resize the S e

areas. Separators <—"’

Position the cursor over the separator bar to see the up-down or left-

right arrow. Click and drag the bar to resize the adjacent areas.

Associating Subjects with an Information Record

You have setup an Information Record to hold the data contained in a document you
found, and hopefully already cited the source of that information. Some of the
information was general in nature, but much of what you care about even more is
who were the people mentioned in the document and what information was

contained about them. To record this information you have to setup Subject records
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in Clooz (if you believe they might be new to your Clooz database), and then link the
Subject records to the Information Record. After doing that you will then be entering

the detailed information about them.

When setting these Subject to Information Record links, there are two basic things

you need to identify:

1. What type of Subject is it? In probably 99% or more of the cases it will be a
person. However, Clooz does support other Subject types (businesses, real

estate, ships, artifacts) since they might be what you are researching.

2. Is this Subject already in your database? This makes a difference in how
you will proceed. However, this decision isn't quite so easy as the first one
was. In many cases the names match someone you already have as a Subject
and your first reaction is that you know who the person is; but after considering
the possibility it is someone else you might not be so sure. The safe
approach in Clooz is to treat these as new Subjects. Later on, when you
have overwhelming evidence that several of your Subjects are in fact the same
person, it's easy to merge the Subject records. It's much more difficult to
separate a Subject out into multiple Subjects after you made some premature
assumptions that they were the same person. All of that said, there will be
times when you are absolutely certain you have the Subject identities correct
and want to jump ahead to linking in the existing Subject rather than creating a

new one.

Once you've sorted that out in your head, its Subject Type

. . . Person b 1) Mew L@' Link
time to move forward and setup these links in X

v| Copy selected subject's details
Clooz. At the bottom of the Information Record
editor you will find the buttons to create these Subject to Information Record links.

You will either create a new Subject of the selected type, or link an existing Subject.
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Selecting the Subject Type

Regardless of whether this is a new Subject or linking an existing Subject Type
Subject, the first step is to make sure the type of Subject listed is E:Z: -
what you need. If it not showing the type of Subject you wantto add, g,z

click the down arrow to display the list of Subject types permitted RE_E' fstatf [
with the current Information Record template. i:ﬁafﬂ

Adding a New Subject

Click the New button to have Clooz create a new Subject record and link that

Subject to the Information Record all in one operation.

Clooz will automatically give the Subject the name you enter in the Information
Record details for that Subject (i.e., the actual name shown in the document you are
recording). You can later adjust the name in the Subject record itself to be a more

common spelling or preferred form of the name.

You can edit the Subject record while still in the Information Record editor using the
fields shown in the right side panel under the Subject tab. The values show here are
the Subject record for the Subject currently selected row in the list of linked Subjects

or grid of details (depending on what type of template it is, form-based or tabular).
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Linking an Existing Subject

CIle the L|nk button tO ||nk £ Select subject to link to document - o ><

Surname, Given Name ~ || Starts With - D search ~ Y Fitter  Clear
Subject .
“‘f Alternate ID Surname Given Name(s) | Other Surnames Gender | Living? Birth

existing Subjects to the

1 Davis Ruth Sarah es | Thomas F 8 Apr 1892

Davi
Davies Samuel Winfield | Davi M 22 5ep 1861
Shopbell Clara Gussie Davi

Davi

Davi

Information Record being
edited. After clicking this button,

s
s | Davies F 17 Feb 1865

Arthur H. es M May 1885

Davies William Leslie s M 7 Dec 1889

Davis Samuel W M Abt from 1902 to 19(

<
e v e W
o

% M Abt 1907
Samuel W Davis, Jr Das F Aug 1898
a Subject Selection dialog e
Death: Abt from 1902 to 1903 Stepp F 2Jun 1500
1 d ” f t Parent(s): Samuel Winfield Davies, Clara Gussie Shopbell [an M 15 Aug 1894
winaow wi appear or yOU (0] Spousels): Stella Lotovich M 31 Dec 1848
Children: Elizabeth, Dolores, Samuel €. Joyce J.
Davies F 1847
choose one or more Subjects to
< New Subject + Link Selected X Cancel

link.

To link one Subject, double-
click that row in the Subject Selection dialog. To link a set of Subjects, click the
checkboxes on the left side of the Subjects you want to include. Then click the Link

Selected Subjects button to link all of those selected to the Information Record.

LAavis i ££ Widl 1auy

If the Information Record editor was Davie "y 15 May 1865

activated from a Research Task, and the =
Research Objective associated with that ® Research Targets

task had targeted Subjects designated, * el All Subjects

an additional feature becomes active.

The Subject selection dialog includes

the ability to display only the target Subjects or all Subjects. Select the desired list

choice in the lower right corner of the selection window.

Right-click a row to display a popup window providing additional
information to help identify the Subject. For people Subjects, this
includes their family relationships (assuming you had earlier
entered Information Records associated with those people that
included family descriptions).
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The list of Subjects in the Subject Selection dialog can be searched
= and filtered using the same toolbar methods as on the main
screens of Clooz.

Copying Subject Details

When the Copy selected subject's details checkbox is checked, Clooz copies a
subset of the detail fields from one Subject's details into the newly added Subject.
These are fields which have been determined to be more likely than not the same as
the previous Subject (such as surname when entering what is usually a family unit).
The examples shown here are from a form-based template, but the same applies to

tabular templates.

The arrOW indicator ShOWS WhiCh reCOrd Page(s): | 22 Surname: | Davis Given Name: | Samue

Event Date: | 12 Oct 1942 Role | Father

is being edited (either in the details pane

above if this iS a form_based template’ Or Subject List: {Double click subject to edit details.)

Subject | Subject

. . ype Alt. ID Page Subject's Name Name as in documer
in the same row if a tabular style ‘T;r,,&- Arrow designates the é_u_b;ecf_whos_e details

4 are belﬁg editedsamuel Winfield Davies Samuel Davis

* e 3 22 Clara Gussie Shopbell Davis
template)' ‘\ Asterisk designates source

Before any details can be copied there
needs to be a Subject already linked to the Information Record and designated as

the source for copying (an asterisk indicator appears in the left-most column).

When a Subject record is selected for both editing and as the
source for further copying, only the asterisk is visible.

When the copy mode is active, any time a new Subject is created or a single existing
Subject is linked to the Information Record, the details values from the "source"
Subject will be immediately copied to the one just added. The newly added Subject

will then be designated as the copy source for further additions.
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When using the Link button to link
existing Subjects to the Information
Record, if multiple Subjects are selected
to be linked in the same Link action, the
copying of details does not occur until
designated by the user. This is done to
allow the user to control the order in
which the copying is done (important in

cases where there is a line number that

Page(s): Surname:

Event Date: Role

Subject List: (Double click subject to edit details.)

Subject | Subject

Toe D Alt. ID Page Subject's Name MName as in documer
‘[I;- 22 Samuel Winfield Davies Samuel Davis
S 3 22 Clara Gussie Shopbell Clara Davis

T ! Arthur H. Davis

E';' 5 Edit Subject Details Ctrl+E

I_‘;’ & Set Current Row as Copy Source Ctrl+Shift+Space

E; Apply Copy Action Ctrl+Space

>

Unlink Subject o

nilink Subjec Apply Copy Action (Ctrl+Space)

Refresh Sorting Ctrl+s

is automatically incremented), or even done for all records.

To apply the copy action to a selected record, do one of the following in either the

list of linked Subjects (form-based templates) or the grid of Subject details (tabular

templates):

* Right-click the row to display the context menu. Select Apply Copy Action.,

* Press Ctrl-Spacebar when the row is selected, or

e Ctrl-Click the row.

You can also change which Subject will be the copy source by doing one of the

following in either the list of linked Subjects or in the case of tabular templates, the

grid of Subject details:

* Right-click the row to display the context menu and select Set Current Row as

Copy Source,

* Press Ctrl+Shift+Spacebar, or

e Ctrl+Shift+Click the desired row.
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You can copy data more than once to the same row if you have

= made changes in the source row and want to add those to the
target row. Just designate the row to serve as the copy source and
then apply the copy action to the target row (using the methods just
described above).

Data is only copied to the target row when the field in the target row
is blank. The copy action discussed here will not overwrite existing
data.
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Editing the Subject Record

The data entered into Information Source | Subject | Media Events  Family  Tasks
Records reflects what was shown in the Surname Given Name =
. Davies Samuel Winfeld
document you found, and you could link Dot :
refix Suffix
Subjects to this record. However, what if
you want to edit the Subject record itself, | MNickname Al

such as adjusting the spelling of the

Married Mames

name of a person that will appear in the

main list of Subjects. Obviously, this can | °** M Living?
be done in the Subject editor, but you Aternate IDs

can also do this without exiting the User Field 1

Information Record editor by going to User Field 2

the right-side panel and clicking on the Birth  Date 22 Sep 1261

Subject tab. The Subject panel contains Location | Winfield, Schuylidll County, P...

all the editable data fields making up a S nERE S bt 1584
Subject record. Location
Death Date 24 Feb 1923
The Subject whose record is displayed Location | Shamokin, Northumberland..
in the side panel will be whichever Contact Information:
Subject is currently selected in the fedress _
Subjects list (form-based templates) or ::::ks o
the grid of Subject details (tabular -

templates). If no Subject is selected, the _ .

. «" Save Record X Cancel
ew Info Record

fields in this panel will be blank and non-
editable.

When a new Subject record is created to link to the Information Record being edited,
the name of the Subject in the Subject record will be filled in based on the name
entered in the Information Record details for that person. However, once you edit
the name in this side panel, it will be remain as you entered it and not change again

if you happen to edit the name fields in the details.
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Any changes you make in this side panel will be saved only if you save the

Information Record being edited.

Source Citation Data

One of the most basic best-practices in
doing family history research is to cite
the source of the information being
entered. For a description of the source
records in Clooz, see the Clooz data

organization topic. Source records are

listed on the main screen Source tab,
where the Source editor can be used.
However, Source records can also be
created or edited within the Information
Editor using the Source tab its right-side

panel.

You have several ways to cite the

source data using this panel:

* Use an existing source, as is, by
selecting it in the drop-down list at

the top of the panel,

* Use an existing source as a
template for further tailoring of

details by selecting it in the drop-

Source Subject Media Events Family Tasks

Source for this record (select one, or leave blank for new source):

U5, 1940 Federal Census (Ancestry)

Repository:
Ancestry - |:;|| rd +
Source Type: |Register - B Copy
Source ID 14
Location (if

Owned)

Source Name | US, 1940 Federal Census (Ancestry)

Source Title | 1940 United States Federal Census, population s...

Source Creator

[tem Mumber

File Number

Collection No.

Cost (if Purchased)
File or Collection | U5 Federal Census Collection

User Rating —

URL:

Quick Capture Remarks Source Media

down list at the top of the panel, and then click the Copy button to start a new

source containing the data from the existing one,
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» Start a new source from scratch by leaving the source selection box at the top
of the panel blank. Select the desired Repository and Source Types, then edit

the rest of the fields.

When editing a Source, the Repository can be changed by selecting a different one

from the drop-down list, or click one of the button functions provided.

New
Edit \
Repositony: \
-] [f

Ancestry I 4 +

S

Display website in browser

At the bottom of the panel is a set of three tabs providing additional functions:

» Use the Quick Capture area to deposit source citation information. For
example, if you are gathering data from a web site that displays a block of
source citation data, copy and paste the contents of that block into this field. A
field is also provided to paste the URL address of web sites for easy retrieval
(not recommended for long term reference since web sites frequently change).
The priority here is to capture the information needed for an accurate citation.
Getting it into the desired format can happen later.

» The Remarks tab provides space for you to put in general remarks about the
source document.

e The Source Media tab displays a list of the media files attached to this Source
record. Files can be added by right-clicking in the box to display the context
menu. For more complete control of the media files attached to the Source,
use the Source editor.
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Media Links

A list of the media files you have
attached to this Information Record is
shown in the right-side panel under the
Media tab. Click the down arrow to the
right the item's thumbnail image to

display the Media record fields.

To add a media link to the Information

Record, do one of the following:

* Drag and drop a file from the
Windows file explorer onto the

Media Panel in Clooz,

e Click on the Select File button and
then select a file from the file

selection dialog window that pops

up,

Source Subject Media Events Family Tasks

Samuel-Stella Davis 1940
census.jpg

Path: | D'\My DocumentsiClooz Data\Media\Sample b | ..
Title: | Samuel-Stella Davis 1940 census,jpg
Tags:
Description:
Size: 7284 pixels wide x 5632 pixels high (96) Dpi

Use systermn viewer Auto-Open Media ltem

+ Select File + MNew Item

* Click the New Item button to add an unspecified media item, then open the

new media item and enter in the file location.

To unlink a file from the Information Record, right click the header section of the

media item and select Unlink Selected Item from the context menu.

When a media file is first linked to an Information Record, the Media record fields

are loaded with data found in the properties of the media file in Windows.

Clicking on the thumbnail image will open the file in the media viewer. For a

complete description of this feature, see Using the Media Viewer.
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Extracting Event Information

Clooz allows you to extract event Source  Subject  Media | Events | Family  Tasks
information from the data entered in an Event / Parameters Data Values
. ¥ Birth Samusl W Davis, Jr, -
Information Record. These events : _
» Residence Samuel W Dawis, Ir.
should be strictly limited to those b Residence Samuel W Davis, Ir.
. . r Oc tic Sa | W Dawis, Jr.
supported by the data in this — mE A
4 Birth Stella Lotovich
Information Record and not in Date: Bet Apr 1903 and Apr 1904
combination with any other data source Location Foland
Place Detail:
or record. These events may in fact Description:
conflict with events defined in other Remarks:
Rationale:
Information Record. The purpose here Informant:
is to identify what the various Evidence Assess...
. Confidence Rati... -
Information Records tell you to then
4 Participants/Det m
make an informed judgment on what a b Stella Lotovich | Principal
concluding set of events for a Subject ke Sela Lotowch =
AutoGenerate .
should be based on the complete set of Events = Add New Event

available information.

The events you extract are listed in the right-side panel under the Events tab.

The event records each provide fields for the date and location for the event, as well
as a description (e.g., actual occupation in an occupation event), and remarks. Any
rationale for the event's accuracy can be described, as well as the all important
assessment of who the informant was and its assessment as evidence. The
evidence assessment field is left as free text for the user to apply whatever system
they choose to follow, such as identifying the source as original, derived, or
authored, the information as primary or secondary, and the evidence as direct or

indirect. See the list of recommended references regarding evidence analysis

techniques. An additional star-based confidence rating field is also provide

(supporting both positive and negative assessments).
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RATITIAETHE M LTI T

Each event has a list of participants,

4 Participants/Detail: (1
with a set of data fields allowing you to 4 Stella Lotovich Principal
. Alternate Na... Stella Davi
document further notes, source details, ¢ Alemeete B
AKA Note:
and evidence assessments for each Primary? v
participant. Fvent Notes
Source Detail: Ferndale, Coal Township, M...
Source Detail...
Source Detail... Clooz Info Rec ID: 6
Rationale:
Infarmant:
Evidence Asse..
Confidence R... - +
¥ Recidanra Ctellz | Atrwirh
Adding Events to an Information Record
There are several ways to add events to Confidence R...
H F Rep =3 Lotowvich
an Information Record. To  Add New Event
b Re 3 Lotovich
) ) Delete Event
Automatic Event Generation » Bir R beth Davis
Manage Participants
r Fe beth Davis
Click the AutoGenerate Events button b Re beth Davis
(or right click a row and choose that ¥ Bir res Davis
command from the context menu) to b Re jres Davis
P Re Auto-Generate Events res Davis

have Clooz generate a set of events
AutoGenerate
Events

when the Information Record details == Add New Event

clearly define these. Census
documents are rich sources for
automatically defining events

(approximate birth dates based on age, occupations, religion, residence, etc).

If there are already events for the Information Record, Clooz will ask if the new

events should replace existing ones, or be added in addition to the existing ones.
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Manually Add New Event

To define your own events, click the Add New Event button (or right click a row and
choose that command from the context menu). A blank event will be added to the

list. You will then need to perform the following steps:

oy . b Censu Sa | W Davis, Jr. & Stell...
1. Enter the type of eventitis, then [;“5 : muel W Davis, Jr. & Ste
enter the date, location and other 3
AutoGd An event type designation is required
deta”S Events WE—————
2. Now add participants to the event Confidence Rating: =| |+
Participants/Detail: [t:} Mo Participants ] .

using one of the methods described

in Managing Event Participants.

Deleting Events from an Information Record

To delete an event, right-click on the event and select Delete Event from the context

menu that pops up.

Managing Event Participants

There are two methods for adding participants to an event:

» Manage Participants Command R Bvent Paricipants - o x
Select the persons to be included as participant in the event (use checkbox).
* Rig ht_CIiCk the event (any rOW Subject ID Subject Name Name as in source
within the event) and select B e Fias
.. . 37 Elizabeth Davis Elizabeth Davis

Manage PartICIpantS' A WIndOW 38 Dolores Davis Dolores Davis

. . . . 39 Samuel C. Davis Samuel Jr Davis

WI” pop up IIStIng the SUbJeCtS 40 Frances Lotovich Frances Latovich

41 Charles Lotovich Charles Latovich

linked to the Information
Record. Set the checkboxes for
all of the Subjects that are to be o o

participants in the event. Clear

the checkbox for any not to be
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included. Click OK.

* Once the names appear in the event panel, update their role in the event

(the field to the right of their name).

* Adjust the title of the event if required (field to the right of the event type).

» Add Selected Subject [ Al New Event

« Select a Subject in the Information L Delete Event
Record's list of Subjects (or tabular grid). F Manage Participants

» Right-click in the event, and click Add C A:t%Selected Persan
Selected Person (or whatever type the R
selected Subject is). At

» Repeat as necessary for other par- "
ticipants. Auto-Generate Events

» Once the names appear in the event
panel, update their role in the event (the field to the right of their name).

» Adjust the title of the event if required (field to the right of the event type).

To remove a participant from the event, right-click the participant in the event and

select Remove Person in the context menu that pops up.

You can change the order of the participants by right-clicking the one you want to

move and select Move Up or Move Down in the context menu which pops up.

-130 -



Editing Information Records

Extracting Family Groups

CIOOZ a”ows you to extract fam”y Source Subject Media Events Family Tasks
groupings from the data entered in an Family / Parameters Pata Values
. . ¥ Family Samuel W Dawvis, Ir. / Stella Lotovich -
Information Record. These family 4 Family Unknown / Frances Lotovich
relationships should be strictly limited to Remarie:
Rationale:
those supported by the data in this Informant:

Evidence Assessm..

Information Record alone and not in

Confidence Rating: lib &
combination with any other data source 4 Family Members: )
or record. These family relationships : :‘EELL““ i:“
may in fact conflict with those defined in b Charles Lotovich  Child
other Information Record. The purpose
here is to identify what the various
Information Records tell you and then B
make an informed judgment on what a Suggest

Families + Add New Family

concluding set family groups should be
based on the complete set of available

information.

The family groups you extract are listed in the right-side panel under the Family tab.

The family relationships are in the form of parent or child roles. Thus a given Subject

can be in more than one family group, as a parent in some, and child in others.

The rationale for the family's accuracy can be described, as well as the all important
assessment of who the informant was and its assessment as evidence. The
evidence assessment field is left as free text for the user to apply whatever system
they choose to follow, such as identifying the source as original, derived, or
authored, the information as primary or secondary, and the evidence as direct or

indirect. See the list of recommended references regarding evidence analysis

techniques. An additional star-based confidence rating field is also provided

(supporting both positive and negative assessments).
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. i Contidence Kating: -~
Each family group has a list of PR—— .
members, with a set of data fields > Frances Lotovich Parent
b Stella Lotovich Child
allowing you to document further notes, 4 Charles Lotavich Child
. . Mother-Child Relationship:
source details, and evidence Father-CHhild Relationship:
.. Remarks:
assessments for each participant. A
Source Detail Comments:
Source Detail Filing Ref: Clooz pers. file #:

Rationale:
Informant:

Evidence Assessment:

Confidence Rating: -

Adding Family Groups to an Information Record

There are several ways to add a family .

Add New Family
to an Information Record. Delete Family
4 Manage Family Members (3)
. . . Parent
Automatic Family Generation -
wn
Child

Click the Suggest Families button (or

right click a family and choose that Suggest Families

command from the context menu) to

have Clooz generate a set of families

when the Information Record details clearly define these. Census documents are
rich sources for automatically defining families since they typically contain family

relationship information.

If there are already families for the Information Record, Clooz will ask if the new

families should replace existing ones, or be added in addition to the existing ones.
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Manually Add New Family

To define your own families, click the Add New Family button (or right click the grid
and choose that command from the context menu). A blank family will be added to

the list. You will then need to perform the following:

1. Select the A Family Members ~ 0 x

Select the persons to be included as a member of the family (use checkbox) and identify each as Parent or Child,

persons to be

|nC|uded as a [ ] Subject ID Subject Name Name as in source Relationship
i} Samuel W Davis, Ir. Samuel Davis -

member of the v 29 Stella Lotovich Stella Davis Child

. 37 Elizabeth Davis Elizabeth Davis
fa m Ily from the 38 Dolores Davis Dolores Davis
dia|Og WindOW 39 Samuel C. Davis Samuel Jr Davis

v 40 Frances Lotovich Frances Latovich Parent
that pops u p v 4 Charles Lotovich Charles Latovich Child
listing all of the
. v OK X Cancel

Information
Record's

Subjects. Check the boxes for those to be included, and set the Relationship
for each (Parent or Child).

2. Families must have at least two members. These can be 2 Parents, 2 Children

(siblings), or any mix thereof.

3. Click OK when done.

Deleting Families from an Information Record

To delete a family, right-click on the family and select Delete Family from the context

menu which pops up.
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Managing Family Members

There are two methods for adding members to a family:

Manage Family Members Command

Source Subject

Family / Parameters

* Right-click the family (any row

¥ Family
within the family) and select 4 Family
Manage Family Members. Remarks:
Raticnale:
Infarmant:

Evidence Assess
Confidence Rat
4 Family Member
b Stella Lotov

b Samuel W[

L EE T

* Awindow will pop | & famiy Members

up listing the

Events Famnily Tasks

Data Walues
Charles Lotovich / Frances Lt

Samuel W Dawvis, Ir. / Stella L

Add New Family
Delete Family

Manage Fa r%}r Members

Add SelectecPerson

Suggest Families

e

- ] X

Select the persons to be included as a member of the family (use checkbox) and identify each as Parent or Child

SubJeCtS ||nked to [ ] Subject ID Subject Name Mame as in source Relationship

6 Samuel W Davis, Ir, Samuel Davis -
the Information v 29 Stella Lotovich Stella Davis Child

37 Elizabeth Davis Elizabeth Davis
Reco rd - Set the 38 Dolores Davis Colores Davis
CheCkbOXGS for a” 39 Samuel C. Davis Samuel Jr Davis

40 Frances Lotovich Frances Latovich Parent
Of the Subjects v 4 Charles Latovich Charles Latovich Child
that are to be

v OK XK Cancel

members of the

family. Clear the

checkbox for any not to be included.

» Set the Parent or Child relationship for each.
e Click OK.
» Adjust the title of the family if required.
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Add Selected Person Command | T P
Add Mew Family
rent
Delete Family
» Select a Subject in the Information b iste a_m"_ ild
Record's list of Subjects (or tabular grid). b Manage Family Members [,
+ Right-click in the family, and click Add [ Sefected Persen
Selected Person (or whatever type the
selected Subject is).
» Repeat as necessary for other family mem-
bers. Suggest Families

» Once the names appear in the family panel,
update their Parent / Child relationship (the
field to the right of their name).

» Adjust the title of the family if required.

To remove a family member from the family, right-click the person and select

Remove Person in the context menu.

You can change the order of the family members by right-clicking the one you want

to move and select Move Up or Move Down in the context menu.

Research Planning Connections

The Task tab in the right-side panel displays a list of the research tasks which this
Information Record is linked to (usually because the Information Record was

entered as a result of performing a search task.

The context menu Wh|Ch pops up if you Source  Subject  Media  Events  Family | Tasks

. . . Show C leted ltems Show Hidden It
right-click a task entry gives you several B B

. ID Type Title Priority Comple
options:

15 | Search Gathpe 1S Concre Rocard: e e A v

d New Research Objective

o Add a new Research Objectlve Add Mew Task

Edit Item

Cheoose columns to display

° Add a new Task Apply Best Fit - All Calumns

e Edit this Task
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Any of those items will take you to the appropriate editor to enter or edit the record

you requested.

If you displayed the Information Record editor while already in a

Research Task editor, Clooz will let you know that the editor you

are requesting is busy. Thus, these functions only work when the
Information Record editor was initiated from the main screen.
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Editing Repository Records

Repository records are for facilities and online data providers which serve a data
repositories. Such facilities are usually libraries, reading rooms, or museums,
whether physical or cloud-based. Clooz handles web sites as either Sources or
Repositories. You have your choice as to how to apply these, but recognize that
over the past several decades some major online data repositories have emerged
and sometimes totally replaced physical libraries. You will find that treating these as
Repositories in Clooz (at least the larger data providers) will be the most efficient

use of the Repository and Source record structures.

Repository records are edited in the Repository editor. Since all Repository records
don't have different types, the editor layout is the same for all Repository records.

The media viewer is optionally displayed at the top of the editor (as with other editor

types).
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Database: NewSample.clz - Clooz by Ancestral Systems LLC

Repository ID

Repository Name

Address (line 1)
Address (line 2)
City

Country

Phone (1)
Email

Home Page URL

Notes

v40.0.149 - DAMy Documents\Clooz Data\NewSample..

L

5

Family History Library

35 North West Temple Street

Salt Lake City
USA

1-801-240-6996

Repository Editor

State / Province

hitpsi//wwow familysearch.org/en/family-history-library/

Utah

Phone (2)

i

Primary External File: None designated

Postal Code

800-453-3860 x22331

Media | Tasks

Family History Library,
SLC, UT ~

Path: | D\My Documents\Clooz Data\Med | | ...
Title: | Family History Library, SLC, UT
Tags:

Description:

Use system viewer

Auto-Open Media ltem

+ Select File + MNew Item

+" Save Repository X Cancel

Editing: Repository

If a Home Page URL is entered, clicking the button to the right of that edit box will

display the web page in your computer's default web browser.

The side-panel includes two tab pages, each similar to those already described for

the Information Record editor:

* Media Tab - Digital media files linked to this Repository record. This will likely

be less commonly used than with Information Records or Source records.

» Tasks Tab - Research Objectives having this repository as the default.
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Editing Source Records

Source records are where you identify where the found the information contained in

an Information Record. These records are edited in the Source editor.

Clooz has nine different templates for recording this source information.

Type of Source

Examples

Book

Family histories, volume in a series, record
compilations, etc.

Any compilation of pages held as a unit.
Could be published or unpublished,

hard or soft bound, or notebook,

physical copy or digital media.

Certificate

Usually a single page; Vital records (birth,
death records issued by some authority),
Baptismal or Confirmation certificates.

Journal

Periodicals, magazines.

Newspaper

Incl. newsletters.

Register

Tabular lists of information; Census, voting
record lists, church book lists of baptisms, buri-
als, etc.

Document

A single entity such as an essay, map, bro-
chure, event program, etc.

Image

Photographs (physical or digital). Portraits, land-
scapes, buildings, etc. Not meant for images of
other sources types.

Website

Web pages providing information. Large data
providers can be listed as repositories and clas-
sify the item using one of the other source
types.

\Personal Communication

Letters, emails, phone calls, telegrams
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Each classification is rather broad and in some cases overlapping

= with others. Use the one where the fields provided best align with

the item you are describing.

A Database: NewSample.clz - Clooz by Ancestral Systems LLC

Source Type:
-+ Regier  ~

ourez Name | UK, 1851 England, Wales & Scotland Census
Source Title | 1851 England, Wales & Scotland Census

Source Creator

Item Number File Number

Cost (if Purchased)

File or Collection

User Rating -

Reproduction Information (Ex, mi

Publisher | Findmypast Year

URL

hed (Ex: Private archived copies
sitto a library or holding facilty.)

Collection No.

AccessDate

¥4,00.149 - DAMy Documents\Clooz Data\NewSample.clz

Set the Repository from the list of

existing repositories, or add a new one.

Choose the type of Source from the
drop-down list. The remainder of the
fields in the editor will change

depending on which Source template is selected.

All of the Source templates include a
source name and source title. The name

is what will appear in lists of Sources in

Primary External File: None designate

Repository:
FindMyPast

/7 ||+

Display website in browser

= salect File

V sa

ve Source

les associated with this Source

= New item

Editing: Source

Source Type:

Register

Source Name | UK, 1851 England, Wales & Scotland Census

Source Title | 1851 England, Wales & Scotland Census

Clooz, and can be whatever format the user desires. It is recommended that you
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Editing Source Records

establish a consistent format to be followed, and one that will sort the way would

want Sources to be listed. The title is the actual title of the source document.

Sources also have sections relating to published items and to unpublished items.

Published items are those that are reprovuced for sl onin digte copres
available for distribution to the pubilic, £0 Nomber or
including anything obtained from online Publisher | Findmypast

data providers (not requiring a visit to a ciy
library, such as Family History "

Centers).

UnpUb“Shed Items have feW COpIeS and If Unpublished (Ex: Private archived copies

requiring visit to a library or holding facility. )

no general distribution. Microfilm copies Call Number

Credit Line

or images only available for viewing in a

library would be in this category.

Facsimile images published online could be copies of either record
originally published or unpublished. The same is true of
unpublished copies of records. When dealing with these, it is safest
to record both the information concerning the copy you viewed and
the citation of the original source. This is easiest to do by declaring
the online provider as the repository, and using the template based
on the original source's type. The web site source template can be
used for publishing original or derived content.

_~| You might notice the Source templates do not include fields for
details like locations, district numbers, page or line numbers. In
Clooz, this type of information is entered as part of the Information
Record, and further duplication of effort is avoided. It also allows
Source records to be reapplied to multiple Information Records,
each having different details but coming from that same source. A
fully composed source citation requires merging data from the
Repository, Source and Information Records.
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The emphasis in Clooz (given its purpose for supporting research work efforts) is to
capture all of the information required to build a proper source citation, as opposed
to publishing particular formats of these citations. At the bottom of the editor is a
Quick Capture area, where citation information that might be available on a web

page can be cut and pasted here for later breakdown into the Source record fields.

in the 1860 United States Federal Census

Detail Source

Source Citation
Year: 1860; Census Place: Hollidaysburg, Blair, Pennsyivania, Roll: M853_1078;
Page: 296; Family History Library Film: 805078

Source Information pro
Ancestry.com. 1860 United States Federal Census [database on-linel. Provo, and
UT, USA: Ancestry.com Operations, Inc., 2009, Images reproduced by
FamilySearch.
Original data: 1860 U.5. us, population schedule, NARA microfilm
publication M&53, 1,438 Washington, D.C.: Mational Archives and
- ) RD

Records Administration, n.

Source Citation

Year: 1860; Census Place: Hollidays, Blair, Pennsylvania; Roll: M653_1078; Page: 296; Family History Library Film: 805078

ion

Source Information
Ancestry.com. 1860 United States Federal Census [database on-line]. Provo, UT, USA: Ancestry.com Operations, Inc., 2009, Images
reproduced by FamilySearch

Original data: 1860 U.S. census, population schedule. NARA microfilm publication M653, 1,438 rolls. Washington, D.C.: National Archives and
Records Administration, n.d

Quick Capture Remarks
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Editing Subject Records

Subjects are the objects you are researching. These are usually people, however
Clooz also supports other types of Subjects such as businesses, real
estate/buildings, ships, and artifacts. You link Subjects to any Information records
that contain information about them. Family structures and events involving a
Subject can be created under each individual Information record (when the data

supports it).

When entering Information Records, if you are unsure about the
identity of a Subject (whether they are the same person as the
person you are intending) it is best to create a new Subject record
instead of linking to an existing one. At some later point in time
when you have made a proper judgment about the two Subject
records being the same person, you can merge the two Subjects
into one.

The data in Subjects records are meant to be based on your best assessment of all

the evidence contained in the Information Records they are linked to.

Subject Content:

» User definable fields (Alternate ID, User Field 1, User Field 2; Your own labels
for User Field 1 and 2 can be set in the program Options.)

» Name fields (standardized form as desired by user)

» Subject type dependent fields

- 143 -



Chapter 10

e A
Person Business ReaI_Es_tate / Ship Artifact
Building
Birth Date _Er‘;‘;(':ess Building Type |TypeofShip | Type of Artifact
BirthLoca- | py 1o Opened | Street address Country of Regis| - er
tion tration
Marriage Opening Former street : -
Date(s) Location name Call Sign Original Owner
Marriage . Shipping
. Date Closed |Latitude . Current Owner
Location Line/Owner
Death Date || MalLoce- Longitude Date - 1stVoy- | 5 ner Contact Info
tion age
Death Loca- |Owner's . Date - Last Voy- |Date/Location
. Date Built
tion Name age Made
Sex Date Des- Date/Location
troyed Lost/Disposed
o
\S’[I” living Provenance y

Keep in mind that artifacts (as Subjects) are something you are
researching or tracking (provenance). For example, researching
the history of a family heirloom. If an artifact (for example, a family
Bible) is the source of some information you use, then it should be
a Source. An artifact can be both a Source and a Subject.

The Subject Editor

The Subject editor is designed to support editing the Subject records and also serve

as a jumping point to the Information Records they are linked to.
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Database: NewSample.clz - Clocz by Ancestral Systems LLC - [u]
Subject 1D Attemate 1D User Fied 1 User Feld2 Detais | Med

Prefix N Sumame Suff N A M. Other Sumames s i Enyilex

Samuel Winfield Davies Davis M Birth

Birth - Date Marriage - Date(s) Location Dat

22 5ep 1881 — st 1834 Location

Death - Date Place Detail:

Location i R

- - Subject record fields Descrpton:

Contact Adress tact Emai

Remarks

=+
)
Principal
B Family  Generic @ e Directories/  Imag News/Ar Personal
i Relig Registers Re Comm:
Event Date Event Type Location Description e, Rol incipal
et an 1661 sn an 1862 i ~Linked Information Recozd.data g . .
1 a Residence Shamokin, N(:tabS”“\iﬂtHEﬂems in bé’fd?w Da Details and Media
1 Jan 1920 Occupation amokin, Nerthumberiand County, Penn... | Miner (Coal Mine) | Samuef W Day ma.lch the Selected |tem
1 Jan 1920 Census ~ Shamokin, Northumberland County, Penn... Samuel W Day
Sep 1861 Birth Samuel W Day
Tun 1900 Residence Samuel W D
Tun 1900 Coal Miner Samuel W D
Tun 1900
Bet Apr 1867
15 Apr 1910
15 Apr 1910 Mis (N
15 Apr 1910 Samuel
1890 ounty,... Miner Samuel W. Davis  Principal
Save and Start o -
+ New Subject W Save Subject X cancel
tting: Sub

40,0149 - DAMy Documents\Clooz Data\NewSample.ciz Primary External File: None designated

The content of the Subject record can be edited in the top panel of the Subject
editor. The bottom panel has tabs for each category of Information Records,
including the Events and Family designations extracted from these Information
Records. You can also see a list of the external data files this subject is linked to,
and Research Objectives in which they have been designated as a target subject.

When a category has something listed, the tab label is shown in bold font.

When an item is selected in the Information Record data panel, the details
associated with that event, family, or Information Record are shown in the Details
tab in the right-side panel. The Media tab shows any media items linked to that

same Information Record.

Double-click an item in the lower panel to open the Information Record editor with

the Information Record the item is associated with.
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Digital media items cannot be linked directly to Subject records. If
there is an image (ex., portrait or other photograph) of the subject,
setup an Information Record for the media item (photo, map, audio,
or video) and link the Subject record to that Information Record.
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Planning Your Research

Developing and using research plans are an important part of family history
research, keeping you focused on specific goals rather than haphazardly collecting

data.

Research Plans help you to:

» Organize you previous knowledge and findings,
» Stay focused on evaluating the information you find, and
» Broaden the search for additional information.

Research plans generally consist of specific objectives Research Planning
you want to accomplish, documenting what you already _

know and what you are trying to prove (hypothesis). S

You then break those down into search tasks Objectives
(identifying the repository or data source) designed to Tasks

ensure you are looking at all available sources that v

might be applicable. =

In Clooz, you can create an unlimited number of

research plans as Research Projects. Each project can

have an unlimited number of Research Objectives, and each objective can have an

unlimited number of Research Tasks. Each of these entities has their own editor.
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P If you extensively use the research planning tools you may decide
you don't want to have to wade through all of the actions that have
already been completed, but don't want to delete them. Each of the
research record types has a Completed check box (to mark as
completed) and a Hide check box (think of this as an archive
action). In lists of research items you will see a check box in the
header to Show Hidden Items. Use this check box to control

whether items you had hidden will be displayed or not.

There are specific benefits to using Research Objectives and
Tasks in Clooz as you create Information Records, such as
identifying a list of targeted Subjects to work with, or establishing
default source citations. Refer to the help topics on the editors for
these research items for a complete description.

Research Projects

Project records are research planning efforts you define which are comprised of
multiple objectives and tasks to complete them. This can be focused on a family,

family line(s), lineages, pedigrees or any other overall goal of your choosing.

Project record content:

o Title

» User defined identifier

» Status with flags for completed or hidden (archived)
 Priority rating

e User defined rating

e Purpose

» Description
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Project Editor

The Project editor has two main areas,

the top panel is where you edit the Project

record, and the bottom panel displays a list of the Research Objectives entered for

that Project.

B Database: NewSample.clz - Clooz by Ancestral Systems LLC

Project ID: 1 Alternate |D:

Project Status:
Hide:

Ongoing Completed:

Purpose:

To explore and extend the ancestral lines of Samuel Winfield Davis,

Comments:

Date Created: 17 Jun 2022 Date Updated: 29 Jul 2022

Project Editor --- Samuel Winfield Davis Ancestry

Priority: ¢ W

Project Title: | Samuel Winfield Davis Ancestry

-4 User Rating:
Description:

Samuel Winfield Davis was born 22 SEP 1861, Winfield, Schuylkill County, Pennsylvania, US,
and died 24 FEB 1923, Shamokin, Morthumberland County, Pennsylvania, US. Samuel
married Clara Gussie Shopbell about 1884,

Develop the ancestry of Samuel.

Research Objectives: Show Hidden [tems

f=mm Research Objective Title

o Status Note Completed Priority Objective Conclusion Date Updated
1 Identify Parents & Siblings of Sam... Found v Identify the parents and siblings o...  Parents were John Davis and Sara... 29 Jul 2022 -
2 Determine immigration timeframe... | Partially. Found Sar... Determine when Samuel's family ... | Sarah & children came separately... 29 Jul 2022
3 Gather information on Davis Child...  Ongaoing Determine more precise birth info... 29 Jul 2022
4 Find marriage information regardi... Gather marriage information rega... 29 Jul 2022
+ Add New v 5 ® ‘
Obijective Save Project Cance

vA.0.0.150 - D:AMy Documents\Clooz Data\New..
k

Primary External File: None designated

In the header for the Research
Objectives you can indicate whether
hidden (archived) objectives should be

displayed or not.

Double-click a Research Objective to
open that record in the Research

Objective editor, or right-click the grid

Editing: Project

Objectives: Show Hidden ltems

Research Objective Title Status Note Completed Priority

Identify Parents & Siblings of Sam... | Found v

Determine immigration timeframe... Partially. Found Sar..
Add Mew Research Objective

Ect'% Research Objective

Gather information on Davis Child... Cngoing
Find marriage information regardi...
Delete Research Objective
Choose columns to display

Apply Best Fit - All Columns
-

and choose an action from the context menu that appears.
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You have control over which columns should be visible in the grid using the Choose

columns to display command in the context menu (right-click menu).

Research Objectives

Research objectives are descriptions of what you are trying to accomplish as part of
an overall research planning project. An objective is recommended to be a question
to be answered or some other goal for which you can determine has been has been
answered or completed. Each objective include any number of tasks detailing the

activities you need to perform to complete the objective.

Research Objective content:

o Title

» User defined identifier

» Status with flags for completed and hidden (archived)
 Priority rating

o User defined rating

» Objective statement

» Knowledge known

» Hypothesis

» Conclusions

» Links to Subjects associated with this objective

Research Objective Editor

The Research Objective editor is where you construct and edit objectives of your
research. Generally an objective is a specific question you are trying to answer. It is
best practice to define objectives such that it can be met by a certain set of
information. Open ended objectives (ex., find all there is to know about Joe) are not

helpful.
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Database: NewSample.clz - Clocz by Ancestral Systems LLC Project > Research Objective Editor - Determine immigration timeframe for Samuel's parent: - o X

o Ny Target Subjects
Project: |1 - Samuel Winfield Davis Ancestry ~ | Objective Title: | Determine immigration timeframe for Samuel's parent

Subjects assaciated with this research objective:

Subject ID | Type | Subject Name

Completed: Hide: Priority —| /%]  UserRating =+ = () [ ([Br)
53 £+ Sarah Fudge [Fug...
Object 66 £+ Edward Davies [D.
Determ Samuel's family came to the US. in 1860. Not found in 1850 census. Father - John, Mother Sarah. Children 65 &
bo s: Edward, Sarzh, Jaco -
19 &
20 &
18 b
Hypothesis = =
Came between 1850 and 1860 from England/Wales "‘ &
16 &
15 &
14 &
omm
Date Created: 27 Jul 2022 Date Updated: 29 Jul 2022
Research Tasks: Show Hidden Items.
Task Title Status Note Completed Priority Task Type Results Start Date | Completion Date|  Daf
Source Details for: John Davies [Davis]
Search Immigration Rec... Search 27 Jul 2022 20uli~ No details found.
== Add Subject ~
Add New ' Edi Save and Start Save
+ / EditTask @ v Cancel
Task + New Objective Objective x
v400.150 - D\My Documents\Clooz Data\NewSample.clz Primary External File: None designated Editing: Research Objective

Defining Research Tasks for the Objective

All Research Tasks (usually searches) associated with this objective are listed in
the bottom section of the editor. You can create new tasks or open the Research
Task editor using the buttons or context menu (by right-clicking) in this area. The
Show Hidden Items check box in the header of this section controls whether hidden

(archived) objectives are displayed or not in the list.

Targeting Subjects

A feature of Research Objectives is the ability to designate existing Subjects in
Clooz as targets of the objective. These appear in the right-side panel of the editor.
If the objective was to find the parents of some existing Subject (or group of sibling

Subjects), then those Subjects could be setup as targets.
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The benefit of e
designating
targeted Subjects .
becomes apparent
when you find an .
information source .
and are creating ;

uuuuuu

Elizabeth
Jacob
Sarah
Isaiah

Eli
William W.
John

George W.

O search ~ V' Filter ~ Clear

s v 99 9 9@
|7 ¥ ¥ ¥ 5% ¥

M

M

M

M

M

M

M

Abt 1872 1928

10 Dec 1958

3 Jan 1949

the Information

Record. Clicking

= New subject

{ + Link selected

O )

Allsubjects [y

the Information Record editor's Link button will show a list of existing Subjects to

choose from, but with the additional choice of showing only the targeted ones or the

full list of all Subjects.

Adding or Removing Subjects as Targets

Click the Add Subject button to add a person as a

target, or click the down arrow to select a different

type of Subject to target.

= Add Subject =

Add Persgn
Add E‘-usi&ss

Add Real Estate/Building IC
Add Ship
Add Artifact Dk
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larget Subjects

Right-click a Subject in the list of targets

to display the context menu. You can

then choose to add a Subject, edit the

Subject, or Remove the Subject from

the list.

When you add a
Subject, the
Subject selection
dialog will appear.
Note that you can
then choose one or
more existing
Subjects to link to
the objective (click
check boxes then
Link Selected

Select subject to link to research ob

Surname, Given Name

Subject
ID

@ o W o =

o+ New Subject

Subjects associated with this research objective:

. ; Alternate User User
Subject ID Type | Subject Name : P
L N Io Field1 | Field 2
54 C-;o John Davies [Dawis] -
53 [+  Sarah Fudge [Fug..
15} £» | Edward Davies [D.
65 As | Elizploth Do T
19 2 |) Add Person
o | Jac .
- Add Business
20 P | Sar
- ] Add Real Estate/Building
18 B Isai i
~ Add Ship
17 f= | Elil L
— Add Artifact
16 O Wil : .
— Edit Selected Subject L\\s
15 A Joh ;
Remove Selected Subject
14 fl» | Gebrgevwwioawess
ective = O X
« || Starts With - ,O Search Y Filter = Clear
Alternate ID Surname Given Name(s) Other Sumnames Gender Living? Birth
Davis Ruth Sarah Davies | Thomas F & Apr 1802 -
Davies Samuel Winfield | Davis M 22 Sep 1861
Shepbell Clara Gussie Davis | Davies F 17 Feb 1865
Davis Arthur H. Davies M May 1885
Davies William Leslie Davis M 7 Dec 1889
Davis Samuel W M Abt from 1902 to 190
Davis Charles E. M Abt 1907
Davis Elanche R. Davies F Aug 1898
Davis Nellie C. Stepp F 2 Jun 1900
Stepp John McClenan M 15 Aug 1804
Davies Edward C. M 31 Dec 18438
Samantha Davies F 1847
B B - »
w" Link Selected X cancel

button; or double-click a single Subject), or create a new Subject record entirely
(click the New Subject button).

Research Tasks

Tasks are activities you need to perform while completing an objective. These are

usually searches, analysis or administrative actions. You can define repositories or

known sources to be searched. Resulting Information Records generated by the

search can be linked to these tasks as search results.
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Task record content:

o Title

» User defined identifier

» Type of task (search, analysis, or other)

» Start and Completion dates

» Status with flags for completed and hidden (archived)
 Priority rating

e User defined rating

e Search Parameters

e Task Description

* Results Description

» Default Source (for Information Records generated under this task)

Research Task Editor

A Database: NewSample.clz - Clooz by Ancestral Systems LLC Task Editor ~-- Search Immigration Records

? — o X

Defautt Source and Repository for information records under this task.
Project Samuel Winfield Davis Ancestry -
TaskTitle | Search Immigration Records PA, Passenger Lists of Vessels Arriving at Philadelphia, Pennsyivania ~
Objective: | 2 - Determine immigration timeframe for Samuel's parents =
Repository:
— — 21 [ Ancesty BiEVEES
Task ID: 16 Alternate ID: Task Type: | Search ~| StartDate: | 27 Jul 2022 B8 (D"“E'f‘:e” = .
Source Type: | Register ~|| 2W copy
Status:
Completed: Hide: Priority: =||4=|  UserRating: - |4
Source ID 21
Search Parameters: Location (if
Owned)
Source Name | PA, Passenger Lists of Vessels Arriving at..
Task Description Results:
Search passenger & US immigration records and ship arrivals in the 1850-1860 timeframe Source Title | Pennsylvania, U.S. Arriving Passenger an...
for the family of John and Sarah Davis, with children Edward, Sarah, Jacob
Source Creator
. Item Number
File Number
Collection No.
Cost (if Purchased)
Information Records Found:
File or Collection | US Federal Census Collection
Re!:: p| Personal File ID | User Rating | Document Type Event Type Year Country State/Province County Parish/Town
21 Passenger List, Early (... Travel 1856 -
Default source and repository
to be used with new
Information Records linked to this Task Information Records
“ » Quick Capture Remarks Source Media
New Information o Link Existing , Edit Information Save and Start
; p ave and sta i
S — Record o o saveTask | | X Cancel
v4,0.0.145 - D:AMy Documents\Clooz 4 Data\NewSample.clz Primary External File: None designated Editing: Task
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Default Source and Repository

In the right-side panel of the Research Task editor you can select a Source and/or
Repository to become the default for any new Information Records created under
this task. When a new Information Record is created, the Source and Repository

fields in the Information Record will be filled with this data.

Any changes or selection of a different Source while editing the
Information Record will take precedence over the default selection
made in the Research Task.

Adding Information Records

Click the New Information Record button to create a new Information Record from

within the Research Task editor. The following steps will occur:

H 24 Information Record Template Selector = [m} x
1. Alist of 2

Select the template to be used for this information record:

I nfo rmation Expand the desired category to see templates (in bold)

» Generic Records

Record templates

» Censuses

will appear for you
» Educational Records
to select which is » Legal Records

4 Migration & Travel Records
to be used With Naturalization

Passenger List, Early

Passenger List, Early (Register)

the record yOU a re Passenger List, Later
Passenger List, Later (Regi;terl/\g
Creati ng . Emigration Records (Register)
» Military Records
» Culfural / Religious Records
» Directories and Registries
2. The Information > Images & Recordings

» Land & Property Records

Record editor will
appear using the X Cancel
template you

suggest.
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3. Enter the document information and subject details, then close the Information

Record editor.

4. The display will return to the Research Task editor.

Right-click an item in the bottom panel

Information Records Found:

to manage the list of Information info

Record ID Personal File ID | User Rating Document Type
H H H 2 Dassennar list Farly | )
Records n thls edltor- = |/\\: Add MNew Infermation Record v (e
Edit Information Record
Link to existing Informaticn Record
Unlink record from this task
Choose columns to display

Apply Best Fit - All Columns

Eve

Travel
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Exchanging Data with Other Gene-
alogy Programs

Clooz is able to import and export people, events, media file references, sources,
and repositories with other genealogy programs you may be using. The capabilities
and transfer methods vary somewhat with each program depending upon how much
direct access their developers have permitted Clooz to use. Clooz directly reads
several types of files, allowing Clooz to obtain internal identifiers for records. In a
few cases, Clooz is allowed to write data directly into the external files resulting in
fewer steps the user need take. In all other cases, the data transfer needs to be
done using GEDCOM files. Clooz uses special identifiers whenever possible to
allow the external program to recognize a person being imported as the same as
one already in its database. Because of the use of these internal identifiers, Clooz is
able to maintain linkage to people records in the specific programs listed below.
Using generic or FamilyTreeMaker's format of GEDCOM files allow you to transfer
data, but don't provide a solid basis for maintaining a persistent linkage. If you don't
see your favorite program listed, contact the developers of your program and ask

they allow Clooz to interface with them.

4 External Program Import Method Export Method R
Clooz (another database) Direct Read Not Available
Legacy Family Tree Direct Read Direct Write
Family Historian Direct Read Direct Write
RootsMagic Direct Read Via GEDCOM*
Ancestral Quest Direct Read Via GEDCOM*

\AII others Via GEDCOM Via GEDCOM )

* Special GEDCOM including identifiers to help avoid record duplication.
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There are two features in Clooz supporting data exchange with other programs:

e Data Transfer

Manager

e Used for
all
imports
(people,
sources,
and

repos-

itories). Events (other than the person's birth, marriage, death) and fam-
ily positioning are not supported by this method. Options are provided to
import sources related to a person and establishing research planning
tasks to review each and extract additional information in Clooz.

» Exports one or more people, sources, or repositories (with associated
media). Events (other than the vital events in the Subject record) and
family positioning are not supported by this method (instead use the
Record Exporter).

» Access the Data Transfer Manager from the External File Links screen
on the Home tab page. See Connecting with External Files.

e Record

Exporter

e Exporting
an Inform-
ation
Record
will allow
you to
export all
the
people in
the

Infarmation Record: 1950 Census; Collingdale, Delaware County, Pennsylvania, US

Peaple | Events  Source
Person / Data Types
| William E Thomas
] Ruth Sarah Davi

»
»
v [v] Evelyn R Thomas
» |v| Dorthy E. Thamas
»

v| Richard D. Thomas

Export File:  D\My Documents\Clooz Beta Data\SampleLegacy.fdb

Export Close

Repository  Families

Current Legacy Value

b: 8 Apr 1892, o @ Dec 1980

Data Values RIN
b: Bet Jan 1890 and Jan 1891
b: 8 Apr 1892, d: 9 Dec 1980 10
b: Bet Apr 1921 and Apr 1922
b: Bet Apr 1925 and Apr 1926
b: Bet Apr 1923 and Apr 1924

(Bold lines indicate Primary person(s) for main event.)
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record, their events, attached media, and source citations (including
repository).

» Access the Record Exporter by selecting Export Item from the context
menu displayed by right-clicking a Subject, Information Record, Source
or Repository on the main screen.

Each of these has differing capabilities as noted above. Choose the one that best
meets your transfer objective. The Data Transfer Manager is better for bulk
transfers or for copying people (the only type of Subject generally supported by
other programs). The Record Exporter makes better use of Information Record
data, including all of its associated events and family relationships. The table below

offers recommendations for typical objectives.
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Objective

Recommended Method

Use Clooz to more thoroughly review
evidence found for specific people in
your family tree.

Import people from your family tree program
using the Data Transfer Manager, with
options selected to include supporting
sources and generation of research plan to
track the review of the imported sources.

Use Clooz as the basis for a complete
family tree "redo."

You might import sources from your family
tree program using the Data Transfer Man-
ager, with options selected to include repos-
itories and media. You may include the
people and generation of research plans. A
more thorough "redo" though would be to
start with a blank Clooz file and enter in all of
the information you can find, creating new
people as you identify them.

Quickly establish links between people
in Clooz and those in the external file.

Import people using the Data Transfer Man-
ager.

Setup an index of all the documents,
pictures, maps, etc. | have found while
building my family tree.

Import sources using the Data Transfer Man-
ager, with option to include related people.
Extract Information Records (events and
family definition or detail transcription is not
necessary if an index is the end goal). Add
Information Records for all items you have in
your files not already in Clooz.

Add events | have identified for a per-
son in Clooz to that same person in my
family tree program.

Export Information Records for that person
using the Record Exporter. Ensure the
record identifier (or RIN) for each Subject
(person) is appearing, indicating Clooz
already has them linked. Otherwise, determ-
ine the value from your external program and
enter it in the field. Select the events and
other details that you want to be included. If
transfer is via GEDCOM, ensure you import
it into your external program and use its tools
to avoid any duplication of records.

Add people in Clooz as new people in
my family tree program.

Export Information Records for that person
using the Record Exporter. The record iden-
tifier (or RIN) field is likely blank (indicating
Clooz does not have this person linked to a
person in your external file). Use the Fam-
ilies tab of the Record Exporter to review
how this new person might be added to an
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Objective

)

Recommended Method

existing family, or how a new family will be
setup in your family tree.

The most efficient use of Clooz is as a research tool while first

gathering evidence to expand your family tree or historical details

(as opposed to retrospective analysis of past research efforts).
Collect and analyze the information you find in Clooz first, and then
export the evidence-supported data to your family tree.

Connecting with External Files

You need to establish a connection link to an external file before any exchange of

data can occur. This is done using the External File Links function on the Home tab

page.
To setup a new P e
external file link, D
do the following: .

1. Ifthe Home
tab page is
not already 5
displayed
click the

Home tab.

¥400.151 - DAMy Documents\Clooz Data\NewSa...

z by Ancestral Systems LLC

itories  Sources  Information

&% Copydata nor via

QK2 GEDCOM to RootsMagic

Copy data directl n or via
GEDOOM to Anc uest

EED| Copy data from a GEDCOM '\\e}

E@ New GEDCOM Export file

Target: | Generic ~

Clooz 4 2 = o

Subjects  Reports

External files this Clooz database is linked to:

Primary | 1D Type File Path
[e] 1 Legacy Family Tree

> Link to an existing external file.

o= Create a new GEDCOM file.

BB Open Selected File In
Transfer Manager

Primary External File: None designated

2. Click the External File Links button to display the external files screen.

3. Click the button for the type of external file you want to connect to. The

external file must already exist, unless you are creating a new GEDCOM file
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for exporting. When creating a new GEDCOM file, you can direct Clooz to use
generic (standard) GEDCOM structure, or use non-standard structure for
compatibility with certain programs, such as Family Tree Maker. After clicking
one of these buttons a file selection dialog will appear for you to locate the

desired file on your computer.

4. The file selected will now be added to the list of external files this Clooz
database is linked to and the Data Transfer Manager will be opened. (Click on
Close if you don't intend to use the Data Transfer Manager at that point, or

continue to perform the transfers you desire.)

The context menu (displayed by right-

External files this Clooz database is linked to:
clicking one of the external files in the

Primary ID Type
list) contains a number of additional o e — e
functions: Set as Primary

Reset file location/name
Transfer Synchronization..,
Delete links with file

Select Columns

* Set the file as Primary. Clooz can only Primary ID Type
display identifier values on the main screen for @ ECcascv]iansiviies
one external file (since other external files will
likely have different identifiers). This is called the "Primary" external file. To
designate the Primary file, right click a file to display the context menu and
then select "Set as Primary" or click the circle button in the Primary column on
the list of external files. The current Primary file will appear in bold-faced font,

with the circle on the button filled in.
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* Reset the file location or name of the external file. Use this command
when you have moved or renamed the external file. This allows you to retain
any existing record synchronization, which would otherwise be lost if you
deleted the file link and then connected it again as a new link. After clicking
this item, a dialog window will appear for you to enter the new file path. Click

the button to the right of the edit field to browse to the new location on your

computer.
- - =
° Transfer Synchronization Transfer Too! = ] X
= Use this tool te have Clooz link with an external database (Legacy, Family Histerian, RoetsMagic, Ancestral
Syn (o h ron |Zed Quest) based on the links in the file you selected (reference file). Backup your files first!
LI n ks . U se th IS This tool can be used when you have been working with one external databaze (ex, a RootsMagic file), and have

now migrated the data to another external file (ex., Legacy), preserving the RIM values, Now you wish to have Clooz
link with the same records in the new file it had previously linked to in the original file.

tool to have Clooz _ _ .
If Clooz is already linked to a record in the new file, or if the person's name in the new file record does not exactly
match the reference file, the synchronization is skipped for that record.

link with an

IMPORTANT:

eXte rnal d ata base The new file MUST contain the same identification numbers (eg., RIN) as used for the matching people in the
original file.

(Legacy Fa m I |y Identification fields to be used to match records between the old and new files Apply to:

Tree , Fa m ||y Beferencelbilsiheid Record ID Number (RIN) ™ People

H . t . Field in target file: Record ID Number (RIN) ~ Sources

Istorian .
’ (Sources and repositories matched by record numbers only.) Repasitories

RootsMagic,

Reference File: D:\My DocumentsiClooz Beta Data\Samplelegacy.fdb

Ancestral Quest)

File to Synchronize:

based On the Iinks Select File Cancel

in the file you

selected (reference file).

For instance, if you have exported you family tree from Legacy and imported it
into RootsMagic and have been careful to preserve the same record identifiers
for each person, you can have Clooz setup the same record links to the
RootsMagic file as were set to the Legacy file. For a more complete
explanation of how Clooz uses various identifiers when synchronizing records

with their external file counterparts, see the External Data Identifiers topic.
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* Delete all links to an external file. Right click on the selected item(s) to
display the context menu and select the Delete links with file item to delete all

record links and the file link Clooz has with the selected external file.

Synchronization with External Record Identifiers

There are a number of record identifiers that are in common use among all of the
genealogy programs which establish a basis for Clooz linking, or what will be called
Synchronizing, its records to matching records in external programs. While these
mainly apply to person records, similar identifiers sometimes are used with
marriage, source or even repository records. The main focus here will be on person

records.

Identifier types recognized by Clooz:

* Record Identification Number (RIN; ID) These are assigned by the external
program, which may or may not allow users to modify or renumber records.
This is the value an external program would display for individual records
(although some programs do not display the value to the user; eg., FTM). RIN
values in one program are entirely independent of those in other programs, or

even other databases generated by the same program.

* User ID or Reference No These are arbitrary identification fields containing
content defined by the user. These are strictly for the use of and interpretation

by the user.

* Ancestral File Number (AFN) These identifiers are for records in an obsolete
feature of FamilySearch. It is still retained in Clooz since some users may be
tracking person records based on this value. Most external programs do not do
anything specific with these numbers except to perhaps display it (usually in

editable form).
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* FamilySearch Family Tree Identifier (FSFTID) Person records in the

FamilySearch Family Tree are assigned these unique identifiers. Note that if a
given person’s identity is duplicated in FamilySearch, there will be multiple
identifiers generated for that person. Nevertheless, the objective is to have
one FSFTID per person, and be universally identical across all programs
interfacing with FamilySearch. Clooz does not interface with FamilySearch
Family Tree. FSFTID values are only recorded when data are imported from
external programs that do provide such interfaces. These values are only

retained to assist the user in identifying external persons.

Universally Unique Identifiers (UUID) These software-generated values are
meant to be a unique identifier useable across all programs to identify a
specific person. These identifiers are in the form of GEDCOM Universally
Unique Identifiers (UUID). For a complete explanation of UUIDs, see The _
UID tag (tamurajones.net). Within the Microsoft development world, these are
called Globally Unique Identifier (GUID). The standard for UUID creation is
described here: Information on RFC 4122 » RFC Editor (rfc-editor.org). Not all

external programs use or support such values. They are usually used to assist

in merging of imported data records. Since records for a specific person can
be initiated in any number of programs, any number of these UUIDs can end
up being assigned to a specific person across all the datasets. Internally,
Clooz retains a list of all the UUIDs for a person in the Clooz database it
becomes aware of. These values are used to assist in the identification of

persons in an external file with those in Clooz.

GEDCOM Tags Assciated with Identifier Types

g ID Type GEDCOM 5.5 / 5.5.1 GEDCOM7.0 )
RIN RIN EXID/ TYPERIN

AFN AFN EXID/ TYPE AFN

User ID / Reference No. |REFN REFN

FSFTID _FSFTID (unofficial; custom) |EXID/ TYPE FSFTID ??7?
kUUID _UID (unofficial; custom) uiD y
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Linking Clooz Records with External Records
Clooz allows you to link the following record types to records in an external file:

e Subject (person only)
» Source
» Repository

Records that have been linked will appear in the Data Transfer Manager with icons
representing the type of file they are linked to. These icons are miniature versions of

the respective program icons (Legacy, RootsMagic, Family Historian, etc.).
To link a Clooz record to an external one, do one of the following:

* While in the Data Transfer Manager:

» Display the Details Comparison window and select the Link button,

e Click in the RIN or ID column cell of the Clooz record's row on the grid on
the right side of the Data Transfer Manager (Clooz list) to place the cell in
edit mode, then enter (or clear) the ID number of the record as shown in
the external file list, or

» Import an external record or export a Clooz record (automatically estab-
lishes a link),

* While using the Record Export function:

o Edit the external record ID value,
e Export the record

To unlink a Clooz record from an external one, do one of the following:

* While in the Data Transfer Manager:

» Display the Details Comparison window for the linked people and select
the Unlink button, or
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e Click in the RIN or ID column cell of the Clooz record's row on the Clooz
list (grid on the right side of the Data Transfer Manager) to place the cell
in edit mode, then clear the ID number.

* While viewing the External File Links screen:

* Right-click an external file to delete ALL links with that file (if you are

desiring to remove all of the links)

Automatic Linking using Universal IDs

Many external file types support ID values know as Universally Unique Identifiers
(UUIDs). When you export/import data (outside of Clooz) from one external program
to another, or even from one database to another using the same external program,
these UUIDs may get carried along into the new program's data (varies depending
on the programs involved). Each time Clooz establishes a link to an external record
it adds any available UUIDs to a list maintained in Clooz for that Clooz record.
These UUIDs are maintained even regardless of what external file is being worked
with in the Data Transfer Manager. An Auto-link function is provided in Clooz to scan
the external data for matching UUIDs and when a match is found it automatically

links the Clooz record to that external record.

v 1 Lavis RULI 2ardn

To automatically link all records having

427 2 Navies Samuel Winfield

4 Show Details Clara Gussie

420 Show Details Comparison
430
431 amuel W r.
43 Charles E.

A3z Blanche R.

matching universal IDs, open the Data o
. Delete Subject - :
Transfer Manager for the desired J illiam Leslie

Auto-link (using universal |Ds)

Update IDs far All Linked ltems

external file and right click anywhere on

0006 OG6E

the Clooz record list to display the

context menu. Then select the Auto-link menu item.

Updating ID Values for All Linked Records

There are times when one of the various ID values (other than the RIN or record ID)

are modified within the external file. Clooz provides a function to check all of these
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values and update the value retained in Clooz.

To perform this update, open the Data 27 o Davies Samuel Winfield
. 42& Show Details Clara Gussie
Transfer Manager for the desired 4o Show Details Comparison e

Delete Subject

0066666 ¢

external file and right click anywhere on 430 TR , William Le<lie
431 Auto-link (using universal 1Ds) Samuel W Ir
the Clooz record list to display the 433 ~ Vpdate IDs for AllLinked ftems i
133 Advanced import/export options... Slanche R
context menu. Then select the Update
IDs menu item.
Data Transfer Manager
The Data Transfer B R
Manageris a R — : T
R o Davis Samuel Winfield Source [ )
powerful tool in 8w o .
2] 30 Davies Willizrn Leslie [ ]
. R Davis Samuel o
Clooz to import S 2 Exteinal File Records. R
R Davis Nellie C. ]
data from external 8 =] = o
2 [ ]
files (including .
Davie: o
other Clooz - 2o °
Davie: Isaiazh [ ]
Davie: Jaeab € Boport L)
databases), or - - e
export data for use & o .

in other programs.

To open the Data Transfer Manager, do one of the following from the External File

Links screen:

e Setup a new external file link,

» Double-click a file listed, or

» Select afile in the list and click the Open Selected File in Transfer Manager
button at the bottom of the screen.
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_ﬂ If the file being opened is a Family Historian project, you will be

requested to perform a Save in the Family Historian program if the

file is currently in use. This is because Family Historian retains

data changes in memory until saved, and you need Clooz to be

using the most recent set of data in that project.

N y

The Data Transfer Manager window will now appear, showing three sections:

» Left section: Records from the external file of the type selected in the middle
column.

» Middle section: Controls for importing and exporting data.
» Right section: Records of the type selected from this Clooz database.

The grids showing the record lists have several columns:

» Checkbox indicating the record is selected for import or export. No checkbox
appears if the record is already linked.

» Icons appear in the 2nd column if the record is already linked.

e |D and name columns.

Showing Record Details

. . . L. w " 1 Lravis nuLun Jaran

To display a window showing additional ° 42&1} > Davies Samuel Winfield
. . . . a5 Show Details h Clara Cussi
details associated with a record, display g 1" Show Detals Comparison 4
. i Delete Subject - .

the context menu for that record (right- @ AT _, William Leslie
Q@ =1 Auto-link (using universal IDs) Samuel W Ir.
click the row) and select Show Details. @ : WpdateiDsforAlllinkedltems Charles E.
o A‘c‘i'\.'ancec i”npcr,.n'e:-:portcjﬁt.'lcins... Blanche R,

The top half of the Detailed Summary
window is other data from the record, and the bottom half are other types of

information that is associated with the selected record (in hierarchical format).
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JL Detailed Summary = a X

Details for:  Samuel Winfield Davies

Data Type Content

Birth 22 Sep 1861, Winfield, Schuylkill County, Pennsylvania -
Marriage Abt 1834

Death 24 Feb 1923, Shamokin, Morthumberland County, Pennsylvania, U.5.

Other Surnames Davis

Last Updated 29 Jul 2022

Information records associated with this subject:

Record Type Summary of Data
¥ Information Record 1870 Census (US) [Population Sched.] -
¥ Information Record 1880 Census (US) [Population Sched.]
4 |nformation Record 1884 Correspondence
Birth 22 Sep 1861
Family John Davis / Sarah Fuge, Child
¥ Information Record 1890 Directory [Population]; [Residence] v

IE Close

Comparing Clooz and External Records

To compare the details associated with an external record with those for a record in

Clooz, follow these steps:

1. Select the records to compare (one record on both the external and Clooz lists
needs to be selected for the comparison).

» If the records are already linked, selecting a record on either list (external
or Clooz) will compare the linked records if no record in the other list has
been selected.
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« If the records are not linked (or at least not linked to each other), select
the first record from either the external (left) or Clooz (right) list.

2. Right-click the record on the other list (the one not selected in the first step) to
display the context menu. If the record is already linked, any selection in the
other list will be the record compared to regardless of which record is linked to
it.

/10 Davis Ruth Sarsh @) Pecple ® © 1 Davis Ruth Sarah
2 . Dvis Samijel Winfield Source ® 21 2 Davies Ssmuel Winfield
2 oas Show Details 2 Gussie Repository @ 2 3 Shopbel Clara Gussie
R s Show Detals Comparison @ w Do o
2! 30 Autorlink (using universal D<) jam Leclie ® 20 s Davies William Leclie
o Advanced import/axpart optiens.. i
PR Famue Include the following additional data records: | ) @ 431 6 Davis Samuel W)
RN - -~ - - .. -

3. Select Show Details Comparison to display the comparison window.

RIN Surname Given Name(s) Record Type [] RIN |CloozID| AltID Surname Given Name(s)
2 w0 Davis Ruth Sarah ® People ® © 1 Davis Ruth Sarah
07 Davis Samuel Winfield Source ® 2 Davies Samuel Winfield
0 s Shopbell Clara Gussie et ® =8 3 Shopbell Clara Gussie
2 a0 Davis Arthur H. ® 4 Davis Arthur H.
2 a0 Davies William Leslie ® 20 5 Davies William Leslie
a4 Davis Samuel Include the following additional data records: | 1 (@ 431 5 Davis Samuel Wr.
£ Detailed Summary - [m} X
Details in external file for:  Samuel Winfield Davis Details in Clooz for: ~ Samuel W Davis, Jr.
Data Type Content Data Type Content
Birth 13 Sep 1863, Winfield, Schuylkill County, Pennsylvania - Birth Abt from 1902 to 1903, Pennsyivania -
Marriage Clara Gussie Shopbell on Abt 1884 Marriage Abt 1924
Death 19 Feb 1923, Shamokin, Northumberland County, Pennsylvania Death Abt from 1954 to 1960
Last Updated 3 Jul 2022 Other Surnames
Last Updated 16 Jul 2022
Information records associated with this subject:
Record Type Summary of Data
v Information Record 1910 Census (US) [Population Sched]
» Information Record 1920 Census (US) [Population Sched]
» Information Record 1930 Census (US) [Population Sched.]
v Information Record 1940 Census (US) [Population Sched]
» Information Record 1940 Census (US) [Population Sched]
» Information Record 1950 Census (US) [Population Sched]

1€ Close

You can click the button in the lower left corner of the comparison window to Link

the two records (or Unlink if the two records are currently linked). In the example
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shown above, the button is disabled because each of the records are already linked
to other records. A record in Clooz can only be linked to one record in the external

file.

Importing Data from External Files

External Files other than Clooz Databases

Follow these steps in the Data Transfer Manager to import records from an external

file:

1. Select the record type to be imported. The lists of external records on the left
side and Clooz records on the right side of the Data Transfer Manager will

refresh to show all records of the type you select.

Record Type
® People
Source

Repository

2. Adjust the options for including additional data records. The options vary

depending upon the type of record you selected to import.
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* People selected for import

Include the following additional data records:

a7 Sources related to each person's
information (Import only)
v| Include repository
Create Research Planning iterns
(chjectives, tasks)...

Attach digital media files (Import
onl

d
W
I

* Sources selected for import

Include the following additional data records:

People with information citing a
selected source (import only)

F

Create Research Planning items
(objectives, tasks)...
+| Include repository

¥| Attach digital media files

* Repositories selected for import
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Include the following additional data records:

Sources found in each Repository
(impaort only)

F |

Pecple with information citing a
selected source (import only)
Create Research Planning
items (objectives, tasks)...
v | Attach digital media files

ﬂ Data Transfer Manager

3. Select the records from the external

DMy Documents\Clooz Beta Data\Samplelegacy.fdb oo

[$]

records list by clicking the

| ] RIN Surname Given Namel(s)

checkboxes, or click the buttons 10 Davis Ruth Sarch 2

427 Davis Samuel Winfield

shown on the upper right to select all s | 4 Shopbel Clars Gussie

429 Davis Arthur H.

records or clear all record selections. 0 Davies Wiliam Lestie

431 Davis Samuel

looz Beta Data\SampleLegacy.fdb ~ D:\My Documents\Clooz Data\NewSample.clz

4. Designate

IN Surname RIN |CloozID| ARID St am
whetheryouwant . . ® -
] Davi @ = 2 Daves
i ! as Shopbell ® = opbell
R oo Davis ® = - Davis
an archive made I o
2 m Davis @ = 6 Davis
] = Davis @ = 7 Davis
Of the CIOOZ B a3 Davis Qo = 8 Davis
R a4 Davis e 0 3 9 Davi
. R a5 Stepp len: ® 5 0 Stepp
database prlor to ;: :zj Davies r.z g azi i Davies
R nun Davi Ty [ ] Dav
. . 2 D - ° Davies
importing the data 8w o ° - -
R um Dav liam W, > Import ° Daves i
) RRED Dav i o Daves F
R 1280 Dav Isiah o Daves Isiah
(in case you o . =1 =
2 e Dav Sarah Daves sa
. . 2 s Do Saah . < T @ Daves SarahE
decide the import
€ Close

results are not

what you wanted).
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5. Click the Import —_

RIN [ClooziD| AitID Sumame

button. oo
@ 21 | 2 Davies
@ Shopbell
Q@ = | 4 Davis
@ =0 Davies
@ 4 6 Davis
Q 2 Davis
0 8 Davis
o 434 Davis
® 5 10 Stepp
® =2 Davies
® = | n
o 3 y
o n orge W
o 5 John
o % Wiliam
o 7 [
° 18 —
° 19 Jacob
[ 20 Davi 5.
[ 21 Davies | Sarah 3

| e Archive prior P
6 If you Selected the 2 Research Plans Generator Setup = O X

Step 1: Select the Research Project where the objectives and tasks will be placed.
Create Research g ! ! e

Planning ltems ® Creste a new research project
option, a dialog

window will now

appear stepping

Project Title: | {ExternalFileName} Imports

you through a set

Project Purpose:
of pa ra mete rs Information analysis related to imports from {ExternalFileType} file: {ExternalFileMName}.

that ContrOI hOW Project Description:
the research
plannlng |tems Project Comment:
Auto-generated during import from [ExternalFileType} file: {ExternalFileName}.
will be generated.
Click Next to proceed, or Back to go back to a previous page.
Your first decision o - -
is whether to start
a new Research
Project or add objectives to an existing one. You can set the Project Title,
along with its purpose, description field and any comments. If you select using
an existing project, the current content of the various fields for that project is

displayed for editing.
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The default text for the project fields include some special placeholder
variables? (enclosed in "{}") that will be replaced by the appropriate text. You
can use these placeholders in the text you enter for any of the Project fields on
this page. The field templates used for new Project records can be customized

in the Options function (Home tab page).

Click Next to continue to Step 2 (or Finish to accept default selections for all

remaining items and immediately execute the import action).

In Step 2, you can i)s Research Plans Generator Setup — O b

i Step 2: Adjust Objective template.
edit the template p 2: Adjust Objective template

A research objective will be created for each source and list all persons who had information citing that

that will be used
to generate
Research

Objectives.

The default text

for the Research

source.

You have selected 3 subjects for import.
These subjects have information citing 3 sources.

Obiective Title Te 1 o
Objective Title Template: | (squrceName) Review

The objective statement to be used:

Extract information from {SourceName] related to targeted subjects.

Comment (Objective):

Auto-generated during import from {ExternalFileType} file: {ExternalFileName}.

Objective fields

include some

SpeC|a| +| Do not create objectives if source and related subjects have already been documented in Clooz.

| Use existing objectives and tasks associated with the source.

placeholder

Click Next to proceed, or Back to go back to a previous page.

i 2
variables Cancel Finish
(enclosed in "{}")

that will be

replaced by the appropriate text. You can use these placeholders in the text

1Project Placeholders: {ExternalFileName} - the name of the external file, and {Extern-
alFileType} - the type of file this is, such as GEDCOM or Legacy Family Tree.
2Research Objective & Task Placeholders: {ExternalFileName} - the name of the

external file, and {ExternalFile Type} - the type of file this is, such as GEDCOM or
Legacy Family Tree. {SourceName} - name of the source for which the objective is
being generated.
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you enter for any of the Research Obijective fields on this page. The field

templates can be customized in the Options function (Home tab page).

By default, Clooz will only create objectives if the source and any related

subjects have not already been documented in Clooz. Review these settings

at the bottom of the Step 2 window.

Click Next to continue to Step 3 (or Finish to accept remaining default

selections and immediately execute the import action).

In Step 3 you can
select those
sources for which
objectives and
tasks will be

created.

In addition, you
can edit the
template that will
be used to create

Research Tasks.

The default text
for the Research
Task fields

i)s Research Plans Generator Setup = O X

Step 3: Identify the sources for which review objective/tasks will be created.

The following sources will be entered as a research objective and task when cited by a subject’s information
(Unchecked sources will not generate a research item, but will still be imported.):

v | [Select All)

| Schuylkill Co., PA - 1900 Census (roll 1484, Gen.com)
| Schuylkill Co., PA - 1880 Census (roll 1192)

| Schuylkill Co., PA - 1870 Census (roll 1450)

Task Title Template: {SourceName} Search

Description Template: Search and extract information imported from {ExternalFileType} file:
{ExternalFileMame}.

Comment Template: Auto-generated during import from {ExternalFileType} file: {ExternalFileName}.

Click Next to proceed, or Back to go back to a previous page.

Cancel Finish

include some special placeholder variables? (enclosed in "{}") that will be

replaced by the appropriate text. You can use these placeholders in the text

TResearch Objective & Task Placeholders: {ExternalFileName} - the name of the

external file, and {ExternalFileType} - the type of file this is, such as GEDCOM or
Legacy Family Tree. {SourceName} - name of the source for which the objective is
being generated.
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you enter for any of the Research Task fields on this page. The field templates

can be customized in the Options function (Home tab page).

Click Next to Continue (or Finish to skip any further review and execute the

import action).

Flna”y In Step 4 X Research Plans Generator Setup = O X
)
You are now ready to proceed with the importing of information.

you can review

some statistics on

Research objectives and tasks will be in project: Samplelegacy.fdb Imports

what will be

3 research objectives will be created, each with a search task.

Setu p . The maximum number of subjects targeted by an objective is 3,
associated with source "Schuylkill Co., PA - 1900 Census (roll 1484, Gen.com)',

To execute the
import action,

click Finish.

Click Finish to proceed, or Back to ge back to a previous page.

Cancel Finish

Use the Research Plan generation option as a way of providing you
a checklist of what you have imported and should be reviewed to
extract additional information in Clooz. Clooz is not able to
decipher events from a source.

Be careful about importing large numbers of people that don't
relate to your current research. It could just be making things more
difficult for you in terms of finding the exact records you are looking
for.
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Advanced Import Options

Clooz provides a special import mode ; 4%}
allowing you to fill the Alternate ID field . -
in a Clooz Subject with one of several g ;‘;
identifiers the external file may have for ®
o 433

the person being imported. To turn on

1 Liawis UL 3diarn

2 Davies Samuel Winfield

Show Details Clara Gussie

Show Details Comparison Arthur H.

Delete Subject
! William Leslie

Auto-link (using universal |Ds) .
= Samuel W r.

Update IDs for All Linked tems
pdate IDs for inked ltem Charles E.

Advanced import/export options... m R

this mode (which remains in effect until turned off or database is changed), select

the Advanced import/export options... item in the context menu (right-click either the

left or right grid in the Data Transfer Manager).

A dialog window will appear for you to & Advanced Imperi/Export Optons -7 X

make the selection of which identifiers

When IMPORTING data

Set Alternate ID to: | User/Reference ID -

are to be copied.

When EXPORTING data

Set this field to Alternate ID value: | None -

Settings remain in effect for this external file until settings are changed or another
external file is selected.

The dropdown lists will have the available options

for that type of external file you are importing from.

(014 Cancel
Mone -
MNone
¥ User/Reference ID Ib L

Ancestral File Mumber [AFM)

FamilySearch Family Tree ID

- [
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Whenever an advanced import mode is £ % e

D:\My Documents'Clooz Beta Data\CloozExpartinfoData.ged a0

turned on, a reminder will appear in the
ID Surname Given Name(s)

lower left corner of the Data Transfer P Bende: Nicolaus

Manager.

v| Append exported data mode

Option set: Import GEDCOM's REFN value as Alternate ID.

P Remember that Clooz will automatically retain all of the identifier
values when importing data from an external file as long as it
remains a file linked to the Clooz database and the identifiers will
be available on the main screen when that external file is tagged as
being the Primary external file. Using the Advanced Import option
to copy the selected identifier value to a Subject's Alternate ID field
makes it a permanent part of the Clooz record, regardless of

whether you keep or later delete the links to the external file.

n
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Importing Data from Another Clooz Database

Importing data from another Clooz

D:\My DocumentshClooz Beta oo DMy
. . . Data\MewSample.clz = \Impe
database has some slight differences in o | cooetn] Sumame | Gven oty > Merge Entre Daabese
. . . 7 1 Davis Ruth Sarah - = Partial Merge as Defined Below
options when compared to importing : = e N
. v 3 Shopbell Clara Gussie ® Subjects
from non-Clooz external files. 2 4 bas e e
v 5 Davies William Leslie -
6 Davis Samuel W Ir. :jz‘:j:”es
. 7 Davis Charles E. P .\-_
You Can elther: 8 Davis Blanche R. R’D-EC'S‘ Obiectiv
R Davie Nelie €. esearch Jectives
10 Stepp John McClenan Include the following additional data
lavies dward records:
 Merge all of the data from the T i | [F 5 o o e
13 Davis Harry S, - Events
external Clooz database into the 1 Daies | Geogew b ik s
15 Davies John v|  Attach digital media files
current one, or i
18 Davies Isaiah
19 Davies Jacob
* Merge only the selected data and e .
typeS IIE Close Sk

To initiate the merge action, click the

appropriate button at the top after desired selections have been made.

The records concerning links you had made in the external Clooz
database (to other external files) are not copied to the current
database. Likewise, the Research Plan generation is not available
as an option when importing from other Clooz databases.

Exporting Data Using the Data Transfer Manager

Exporting from the Data Transfer Manager only exports people, sources, or
repositories. Other than the vital event information (birth, death) found in the Subject
records, no other event information or family relationships are exported here. To do
a more complete set of data for a person or family, see Exporting Data Using the
Record Exporter to export a complete Information Record. In the Record Exporter,

you will be focused on one Information Record at a time (and all the records linked
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to it). Here in the Data Transfer Manager, you can export as many Subject, Source,

or Repository records as you choose.

Follow these steps in the Data Transfer Manager to export Subject, Source or

Repository records to an external file:

1. Select the record type to be exported. The lists of Record Type
external records on the left side and Clooz records on ® People
the right side of the Data Transfer Manager will refresh Cource

to show all records of the type you select. Repository

2. Ifthe record type selected is Source, Include the following additional data records:
you can adjust the parameters of the 4 [v] People with information citing a
selected source (import only)
export to include associated | Create Research Planning items

G " (objectives, tasks)...
repositories and media files. No other R
¥| Include repository

associated data can be exported for v| Attach digital media files
People and Repository record types

using this export method.

3. Select the records Controls to select or clear all records- ml X
o DMy DacumentshCl, ta Data\Rosnagel2019.clz — o0
to be exported
Recard Type [] ID | Clooz ID Source Name

People

from the Clooz

»

Slater, Agnes Gertrude, Baptismal Certificate

@ Source Thompson, Edward Allen, Baptismal Certificate

1
V| 2

reCO rd | iSt (rig ht Repository v 3 Thompson, Diane Helen, Baptismal Certificate
v 4

Rosnagel, Thomas Alan [sic], Baptismal Certificate

Sid e of Data 5 Transcript of Confirmation and Communion Records fr...
Include the following additional data records: 6 Remembrance of First Holy Communion for Rosnagle (...

Tra n Sfe r i Pecple with information citing a 7 Certificate of Confirmation for Thompsen, Edward

selected source (import only) 8 Cleveland Necrology File
Creste Rescarch Flanning items 9 Warrenty Deed No. 129996 for Brown, James H. and T...
Manager). All (objectves, asks).
V| Include repository 10 Cuyahoga County Records Volume 13630

d b v| Attach digital media files il Letter from Rosnagel, Kelly to Rosnagel, Marie, 1982-0...
recor S Can e 12 Letter from Cartmell, J. Milton to Rosnagel, Henry, 194...

13 Letter from Maloney, Mrs. Elwood L to Rosnagel, Mari...

selected using the

button just above the list, or the checkbox in the header of the first column in
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the list.

4. If you are exporting to a generic or
FamilyTreeMaker GEDCOM file, there is an v| Append exported data mode
option that appears in the lower left corner of

the Data Transfer Manager to either append

the exported data to data already in the file, or start with a blank file. Check the

box to operate in append mode, which will accumulate all of the data you

export in multiple export actions.

5. Clickthe Export . ...

button to execute

the action.

v| Append exported datz mode | Archive prior to imports

Additional Steps with RootsMagic or Ancestral Quest

3
7]

If are exportlng to a ROOtSMaglc or RootsMagic Export Status o - O

Ancestral Quest database (via

The GEDCOM export completed.
GEDCOM) a dialog window will appear
View Log File
following the export for you to provide
o . Your GEDCOM file is ready for processing.
additional guidance to Clooz on

You may now import the file into RootsMagic.

completing setting up the links to

| have completed the import
records just exported. It will prompt you of data into RootsMagic
to import the GEDCOM file into the

other program's database.

| will do the import later
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Importing into RootsMagic

When Clooz sets up the GEDCOM file =~ e Ca

Automatic Merges

for |mport|ng |nto RootSMaglc a Select the types of automatic merge(s) you want RoctsMagic to perfarm
b
SmartMerge
This will analyze records in your file bassd on names, dates, places, parent's names and information, and spouse”
un|Versa| Identlfler COde IS Setup SO that informaticn. When it finds records that itis pesitive are duplicates, it will automatically merge them for you.

ShareMerge E

RootsMagic can identify the person if f you send a GEDCOM from your RocisMagi dtabaseto another RooisMiagic usr thy ca importand ke

changes or additions to that file, and return it to you. You can import that modified GEDCOM into your
database and use this option to automatically merge the two copies of the database back together.

they are already in the database. Use 1 Sourceberge |
the RootsMagic Automatic Merge | B2 repostoers

This will automatically merge all duplicate repositories in your database k

capability to resolve duplicate records. o

In particular, with files from Clooz, be

sure the ShareMerge box is checked.

If you immediately perform the import of the GEDCOM into the respective program,
and complete any merge or checks for duplication (necessary if you have exported
updates to people already in the RootsMagic or Ancestral Quest database), click the
I have complete the import button. Clooz will locate the newly added records and

obtain the new record IDs in that database.

If you don't want to perform the import T
at this stage, click the / will do the @ e
import later button. Clooz will show T e -
question marks for the external file's L e e =
record IDs.

The next time the Data Transfer .
Manager is opened with this external p e os e e D el o oo o oo e

file, Clooz will look for record ID
updates, and update any records it
locates the record IDs for. You will first see a notification message that the ID values

have been updated.

-184 -



Exchanging Data with Other Genealogy Programs

Advanced Export Options

you may have in Clooz's Alternate 1D

. . w w 1 Ldavis UL aran
Clooz provides a special export mode @ 47 > Davies Samuel Winfield
i . o 42 Show Details Clara Gussie
allowing you to fill one of several @ if ShowDetis Comporison o
. . . . . A Delete Subject William Leslie
identifiers in the external file with text g ;‘; vt ssing et 09 51 L'
Q Update IDs for All Linked ltems Charles E
o

] Ay import/export options..
s v mporscon ot ffimmmm—.

turn on this mode (which remains in effect until turned off or database is changed),

field for the person being exported. To

select the Advanced import/export options... item in the context menu (right-click

either the left or right grid in the Data Transfer Manager).

A dialog window will appear for you to 1 At e e - B

make the selection of which identifiers hen IMPORTING cre

Set Alternate ID to: | User/Reference ID -

are to be copied.

When EXPORTING data

Set this field to Alternate ID value: | None -

Settings remain in effect for this external file until settings are changed or another
external file is selected.

oK Cancel
The dropdown lists will have the available options Nonc »
for that type of external file you are exporting to. None
¥ User/Reference ID % K

Ancestral File Mumber (AFM)

FamilySearch Family Tree ID

- [

Whenever an advanced export mode is e« o o o
Q@ 2= 20 Davies Sarah
turned on, a reminder will appear below @ = =
2 Close v| Archive prior to imports
the ClOOZ ||St Of records (rlght Slde Of Ea Option set: Export Alternate ID as Legacy FamilySearch ID value.

the Data Transfer Manager).
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Record Exporter

A robust export Export to Legacy Famly Trez -0
Information Record: 1950 Census; Collingdale, Delaware County, Pennsylvania, US
fu n Ctlo n |S People Events  Scurce  Repository  Families
Person / Data Types Current Legacy Value Data Values RIN
available to export » (] William E Thomes b: Bet Jan 1890 and Jan 1891
¥ |%| Ruth Sarah Davis b: & Apr 1892, d: 9 Dec 1980 b: & Apr 1892, d: 9 Dec 1980 10
the fO”OWing record v [] Evelyn R. Thomas b: Bet Apr 1921 and Apr 1922
b || Derthy E. Thomas b: Bet Apr 1923 and Apr 1926
types to external v [V Richard D. Thomas b: Bet Apr 1923 and Apr 1924

files, along with all
data related to the

selected record:
Export File:  D:\My Documents\Clooz Beta Data\Samplelegacy.fdb

(Bold lines indicate Primary person(s) for main event.)

» Subjects
(People only)

e Information
Records

e Sources

* Repositories

Export Close

In each case, only one record can be selected for export at a time and you are given
control to fine-tune which data is exported as well as the actual content. Information
Records, being the core data structure in Clooz, is typically connected to one or
more Subjects, possible events and family relationships, and cited by a Source and
Repository. Therefore, exporting Information Records includes all of these data

types.
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The export process B Catabase: NewSample.clz - Clooz by Ancestral Systems LLC 3
o Home Planning Repositories Sources Information Subjects Reports L
IS Inltlated by Subject Types Mew ¢ | Surname, Given Name * || Starts With - 1
.. 2 1
CI'Ck'ng EXpOI't Item &":1. Peaple Su:jée‘t Alternate ID External ID (RIN) Surname Given Iy
. ¥
78 ]
on the ConteXt ﬁ Businesses 12 439 Samanthd
f
H 22 1284 Susannakhy

menu for records in - ) resl estte/muiings
75 Bishop Thomas |
the Vanous ma|n Q Ships/Vessels 35 Brosisis Terressa ‘f
— ]
26 1288 Davies Clayton H

H Artifact

screen lists. ! fees 25 1287 Davies Curtis |
76 Edit ltem Ctrl+E Hward (‘
66 Bulk Edit tem(s).. Ctrl+B o
11 Delete ltem(s) Delete Hward C].
[,
17 i
65 Clone (to Split Subject Persona) Ctrl+C Ii"abeth‘:‘
23 Export ltem Ctrl+X e [?)_1
24 Hide Searc"lj\\foolbar mer;cn!r
28 Show Group By Panel brest ;
14 Choose Columns to display Cirl+L eo’g-’—'\;
27 Apply Best Fit - All columns Ctrl+F  ace :
PR i | L S SR P P A « P TRy Letm g

o
£

Th e eXte rn al fi I e i Database: NewSample.clz - Clooz by Ancestral Systems LLC

Home | Planning  Repositories  Sources  Information  Subjects  Reports
Wh|Ch Clooz Wlll D o External files this Clooz database is linked to:
ew
Import/Merge data from rnary o T -
R another Clooz file / e B N

{ ® 1 Legacy Family Tree D:\My Documents\Clooz
Copy data directly from/to
Legacy Family Tree

Close - .
'ﬁ Copy data directly from/te
Family Historian

aS Primary in the Recent Databases

exportthedatatois  —

Open

the one indicated <
External File Links
list. The Primary file is indicated by the button in the Primary column being filled,

and the row displayed in bold text.
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Ifa Mo Designated External File — O x
No Primary external file is currently selected.
Either return to the External File Links section of the Home tab screen to select
one, or export to a new GEDCOM file.
GEDCOM Type: | Generic = Designate as primary
Proceed with new . )
GEDCOM Cancel Export
Prim

ary file is not selected, when the Record Exporter is initiated, a window will appear
indicating a new GEDCOM file can be started. Otherwise you will need to go to the
External File Links screen on the Home tab page to make a different Primary file
selection. You can designate the new GEDCOM file as the Primary file for

subsequent exports as well.

-
D Data exported to GEDCOM files is added to any previous content
in the file. Therefore, you may choose to go through a number of
different record export operations before importing the GEDCOM
file into the ultimate destination.

It is important to first establish Primary file designation for
RootsMagic and Ancestral Quest targets. Even though the data is
conveyed via a GEDCOM file, there are special features or actions
included that would not occur if a generic GEDCOM file is being
used.
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Subject Record Export

Subjects being exported by the Record Exporter appear on the People tab page
within the exporter window. You have complete control over what information will be
exported using the controls provided. People are the only Subjects that can be

exported since no other software supports the other Subject types.

— o x

The checkboxes on the left side

Person currently unlinked (no RIN entered)

Current Legaey Value Data Values RIN

b Apr 1875

indicate whether the item is to be

exported or not. This can be done for S — [
the entire Subject record or individual - / ‘\
pieces of information. - Edtave
A person can be identified as already

existing in the external file by entering a

RIN or Record Number in the field

provided.

Any of the information details taken from the Clooz Subject record for the person

can be edited during the export (without affecting the Subject record in Clooz).

2 Export to Legacy Family Tree - o X

If the person has previously been linked . Person currently linked

urrent Legacy Value Dmmx RIN

to a record in the external file, the < o ot
record number and data content from e \ Extema [
e
. ) Nickname: V |
the external file is shown. - ;/ |
Pennsyivania Pennsylvania Editable

Fields

User ID: No items selected
AFN: to export

Export File:  DAMy Documents\Clooz Beta Data\Samplelegacyfdb

Export Close
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Information Record Export

Exporting Information Records from Clooz to external files provides the ability for
you to export all of the various types of data in Clooz related to that record. This
includes: all of the people linked to the record, along with any events and family
relationships you had extracted, the source of the information, the repository where
it was found, and any media files attached to the record or the source. The export

window contains tabs for each of the principal data types.

Prior to clicking the Export button to execute the actual transfer of
= data, always review each of the tab pages to make certain the data
to be exported is what you are expecting.

When exporting an Information Record,

There are no events or family links identified in this export.

if there are no events or family

a
i provided here to attempt to auto-g Any additions made at
be used for the export. Changes will not be saved in the Clooz records.

relationships associated with the Optional ctons f contnuing o export:
record, a warning message will appear.
There is no requirement that events or
family relationships be created, rather, bpor e

the warning is just making sure you

have not forgotten to process the information found in the source document. You

need to indicate how you want to proceed:

* Click Continue to Export to go forward with the export as is. If you checked the
auto-generate boxes, Clooz will first make an attempt to generate event or
family records based on the data in the Information Record. Other than auto-
generated items, no new events or families can be manually setup at this

stage. You would need to edit the Information Record to accomplish that.

* Click Go To Information Record Editor to exit the export operation and
immediately bring up the Information Record in its editor. You then would have

full control to extract events or family relationships. If you believe the
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Information Record may provide evidence of events or family relationships,

this is the recommended choice.

* Click Cancel Export to exit the export operation and return to the main screen

of Information Records.
People Tab

Subjects being exported by the Record  “ "l o issians s

Data Values RIN

Exporter appear on the People tab

1902 to 1903, m: Abt 1924, d: Abt... 431
1301

b [v] Blizabeth Davis

page within the exporter window. You + ] i

have complete control over what
information will be exported using the

controls provided. People are the only

port File:  DAMy Documents\Clooz Beta Data\SampleLegacy fdb

Subjects that can be exported since no
other software supports the other

Subject types.

See the Subject Record Export topic for an explanation of what this tab contains.

When exporting Information Records, the People tab will include all of the people
linked to that record. This may or may not include persons you do not want to
include in your family tree (such as a household servant or boarder). You can

include or exclude a person using the check box by their name.
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Events Tab

. & Bxport to Legacy Family Tree - o
The Events tab page includes all of the ot 0 e o s Nheond ety o

People | Events | Source  Repository  Families

events you have extracted for persons T

Event / Parameters Data Values

based on the Information Record being
exported. You can control which details

censusjpg

are exported using the check boxes.

The content fields are editable, so you

Stella Lotovi

can make temporary changes to the
text that will be exported without

affecting the Clooz records. The Events page here is much the same as the Events
panel in the Information Record editor, without the ability to manually create events

or manage the list of participants.

Events will only be shown for persons selected to be included
under the People tab (check box by their name is checked).

If ClOOZ flnds erro rs “ El:i::nr:t:ukemr 1:; Census; Shenandoah, Schuylkill County, Pennsyivania, US - ; -
in what is being [ ™
. (Ruth 5a )
exported, the cell is (o os )
(Btanche R. Davis ]
outllned in red’ as ((Wiliam Leslic Davies %
, )
well as all of its )
Dat
higher level cells in .
Place Detail:
the hierarchy. YT ——— )
Private?
4 [¥] Media: [ fare }
» |v| SamuelClara Davis 1900 Censusj... | D:\My D iments\Clooz Data\Media\Sample Media -
Hover the cursor Export il DMy DacumentClsoz Beta Dot ampleLegacyfds

over a cell to see

what the error is.
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Source Tab

A Source record being exported by the S— S0
Record Exporter appears on the Source

tab within the exporter window. You

have complete control over what
information will be exported using the

controls provided. The associated

Repository is also included on the

Repository tab page.

See the Source Record Export topic for an explanation of what this tab contains.
Repository Tab

A Repository record being exported by i e et e S
the Record Exporter appears on the

Repository tab within the exporter

1300 West Traverse Parkway

360 W. 4800 N,

window. You have complete control o
over what information will be exported S et
using the controls provided.

See the Repository Record Export topic

for an explanation of what this tab

contains.
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Families Tab

g . 2 Bport to Legacy Family Tree - o X
The Families tab page contains the S A ——

People  Events  Source  Repository | Fam

Role (in document) Vital Event Dates Clooz..| RIN

parent-child relationships that were

identified based on the Information

]
F
i

REREIEER

Record being exported. If some of the

b: Aug 1398 8 433

family members are already linked to
records in the external file, Clooz will . e

show any additional family members
found in the external file (shown in italic
font). Family members who are part of this export (selected on the People tab page

of this exporter) are shown in bold font.

You can make adjustments to the family Samuel Davis / Stella Lotovich
. . . . . Parer”
relationships by right-clicking anywhere on the p"m Add Family
arer .
list and selecting the desired function from the Delete Family
“looz Beta [0 Manage Family Memberb
context menu. Auto-Generate Families ks in |

{Lines in bo

2L Family Members — m] X

When using the Manage Family

Select the persons to be included as a member of the family (use checkbox) and identify each as

Member function, check the boxes for e

[ Subject ID Subject Name Name as in source Relsticnship
those person WhO ShOUld be part of the ~ 6 Samuel W Davis, Ir. Samus! Davis Paren; -

™ 29 Stella Lotovich Stella Davis Paren -
family, and indicate their parent or child z N N e
role using the drop down list selections. > T

4 Charles Lotovich Charles Latovich
A family must have at least two E
W OK ¥ Cancel

members (two parents, two sibling
children, or one parent and one child).

No more than two parents are allowed.

A given person can appear in more than one family, with different
roles (parent, child), spouses, or parents.
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This page operates much the same as the Family panel in the Information Record

editor.

Source Record Export

Source Tab

A Source record being exported by the Record Exporter appears on the Source tab
within the exporter window. You have complete control over what information will be
exported using the controls provided. The associated Repository is also included on

the Repository tab page.

Check the checkboxes on the left side

of the Source tab page for those Source

elements that are to be exported.

You can edit the text within any of the D
fields to your desired format to be
exported (without affecting the content

in the Source record within Clooz).

The Cite the Source checkbox only

applies when the Source is included as part of exporting an Information Record.

If the Source record was previously

linked to a source in the external file,

you can choose whether to cite the

existing source in the external file, or

create a new source in the external file.

-195 -



Chapter 12

Repository Tab

Information related to the repository is displayed on the Repository tab page. See

the Repository Record Export topic for further discussion of exporting repositories.

Repository Record Export

A Repository record being exported by the Record Exporter appears on the
Repository tab within the exporter window. You have complete control over what

information will be exported using the controls provided.

Check the check boxes on the left side
of the Repository tab page for those

Repository elements that are to be

exported.

You can edit the text within any of the

htpsy/ancestry.com

fields to your desired format to be

exported (without affecting the content == =©

in the Repository record within Clooz).

If the Repository record was previously & feeo e fniyes
linked to a repository in the external file, e

you can choose whether to use the

existing repository in the external file, or =] Adcree e ) 300 West Tverse ooy

create a new repository in the external

file.
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Report Generation

The reporting functions in Clooz allow you to output information of your choosing for
display in the Report Viewer, and subsequently, export the report to various file
formats (Adobe pdf files, MS Word documents, MS Excel spreadsheets, rich text
files, HTML files, Comma Separated Values (CSV) files, Image files, or just plain
text. The full list of available reports appear under the Reports tab on the main
screen of Clooz. Standard reports are included for all of the major record types in
Clooz, with several layouts and record groupings provided for each. Further

customization of the final report output is done in the Report Viewer.

£X Database: sampleficiz - Clooz by Ancestral Systems LLC Clooz 4
Home Planning  Repositories  Sources  Information  Subjects | Reports
Reports < | ReportiD Report Title Description Report Type Data Type Page Orientati
- IR-Rec-1 Information Record Report (form-style) Full content of Information Records with subject-details in a form-type s... Record Report Inform Landscape
All Report Types
- IR-Rec-2  Information Record Report (tabular-style] Full c ecords with subject-details in a tabular-typ... | Record Report Inf Landscape
Bii Subject Reports IR-Rec-3 Information Record Report (form-style: caches For ds; full content of Information Records... Record Report Inform, Landscape
IR-Rec-4  Information Record Report (tabular-style; cached) or s: full content of Information Records... Record Report Information Records Landscape
L nformation Record Reports
[y |Rtist Information Record List by ID List of Information Recards sorted by Clooz ID. List/Table Repert  Information Records Landscape
ggu Source Reports IR-List-2 Information Record List by Recard Type List of Information Recards grouped by record type. List/Table Repert  Information Records Landscape
= IR-List-3 Information Record List by Main Event List of Information Recards grouped by the type of main event. List/Table Report  Information Records Landscape
= R it Report:
= “epostiory Reports IR-List-4 Infarmation Record List by Country List of Information Records grouped by country. List/Table Report  Information Records Landscape
P R IR-List-5  Information Record List by Country/Report Type List of Information Records grouped by country, then by record type.  List/Table Report  Inform Land
IRimg-1  Images and Recordings List List of image or recordings Information Records (with thumbnails) List/Table Report  Information Recards Land

E Research Objective Reports

Research Task Reports

E]

The design of the report layouts in Clooz has been done to make the reports most
useable for the typical user. An assumption has been made that you probably only
have a regular size printer supporting Letter/Legal/A4 paper sizes. Some
Information Records (such as censuses) would require a tabloid size paper to
replicate the same table structure used when editing the records in a readable font
size. Therefore, rather than attempting to replicate the format of the original
document in the report, the priority has been placed on producing a readable report

containing the required data within the available space. Numerous options related to
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this space utilization have been included allowing you to customize the resulting

report to best meet your reporting needs.

In addition to the reporting function in Clooz, a feature is available to directly output
the contents of an individual record (and all of its components) to an Excel
worksheet file. The layout of the data in this spreadsheet file will more closely
resemble the original template structure (especially for tabular type Information

Record templates).

Report Layout Types

There are two types of layouts used in Clooz's reports to organize how the records

appear in the report and how much of the details are included. These are:
* Individual Record Reports, and

* List Reports.

Individual Record Reports

Reports using the individual record type layout can include all of the data associated
with each record (equivalent to that available when editing a record in the record
editor). Information Records, for example, would include associated events and

families, related research tasks, linked media items, a source and repository.
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Individual Record Layout for Information Records

Information Records have an additional level of detail (the details for each subject)
when compared to other record types. This data can be formatted in a form type
style, orin a table/tabular style. This only applies to the subject detail fields. This is
somewhat parallel to the difference in form and tabular templates for the Information
Record editor, although either style can be used with any type of Information Record

(whether it was a form template or a tabular template).

Data fields, when presented using the form style, show each data field with the field
label appearing beneath the value. The whole block of fields gets repeated for each
subject in the Information Record. The block of data for one subject is not split

across page boundaries.

1940 US Census; Ferndale, Coal Township, Northumberland County, Pennsylvania, United States (7

subjects)

i) 1 April 1940  United States Pennsylvania Northumberland County  Coal Township  Ferndale
CloozID Census Day  Counlry StaterTemtory  Counly Township Locality
13 49-8 16 July 2022

Supervisors Enumeration District Access Date
District

Source”  Ancestry.com. 1940 United States Federal Census. US Federal Census Collection (Provo, Utah, United
States: Ancestry.com Operations, Inc., 2012). From United States of America, Bureau of the Census
Sixteenth Census of the United States, 1940. Washington, D.C.: National Archives and Records Administration,
1840. T627, 4,643 rolls.

Samuel W Davis, Jr. [6]

19 APR 1840 17B 74 Femn, 1133 293 o 1400 D Davis Samuel Head M W 37
Census Taken Date Page Line Place of Family o Real Estate Livingon Sumame Given Name Relationship Sex Race Age

Number Farm

Coal Township,

Northumberland County,
M D H-4 Pennsylvania Pennsylvania D I:‘ D D
Marital  Aftended School Grade  Birth Place 1935 Residence Living on  Working { g Warking Seeking Employed
Status School Completed Farm work

(1935)

24 Painter Paint Co. PW Yes
Hours Occupation  Industry Employmeni Role Uneamed  Veferan Childof  Had SSN  SSN Deductions Had multiple marriages
worked Income Dead
prev. week Veteran

Subject Details in form-style

Tabular style details are listed in rows and columns, with the column header
appearing at the top. Note that with the tabular style, whatever fields cannot fit
within the width of the page are consolidated on the lines following. Those fields

having the most interest in family history research have been given a higher priority
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to appear in the initial row of data. Therefore, the order of the fields may not be

exactly the same as the original editing template.

1940 US Census; Ferndale, Coal Township, Nerthumberland County, Pennsylvania, United States (7
subjects)

6 1 April 1940 United States  Pennsylvania Northumberland County  Coal Township  Ferndale
Clooz ID  Census Day Country State/Temitory County Township Locality
13 49-8 16 July 2022

Supervisor's Enumeration District Access Date

District

Source”  Ancestry.com. 1940 United States Federal Census. US Federal Census Collection (Provo, Utah, United
States: Ancestry.com Operations, Inc., 2012). From United States of America, Bureau of the Census
Sixteenth Census of the United States, 1940. Washingten, D.C.: National Archives and Records Administration,
1940. T627, 4,643 rolls..

Page Line Surname Given Name Relationship Sex Race Age Marital Birth Place 1935 Residence Occupation Industry
Status
17B 74 Davis Samuel Head M W 37 M Pennsylvania Coal Township, Northumberland Painter Paint Co.

County, Pennsylvania
Census Taken Date: 19 APR 1940; Place of Residence: Fern, 1133; Family Number. 293; Owned/Rented: O; Real Estate: 1400; School Grade Completed: H-4;
Working (non-emergency), Hours worked prev. week: 24, Employment Role: PW. Uneamed Income: Yes

Coal Township, Northumberland
17B 75 Davis Stella Wife F w 3 M Poland County, Pennsylvania

Census Taken Date: 19 APR 1940; Place of Residence: Fern, 1133; Family Number: 293; School Grade Completed: 6; Unearned Income: Yes
Coal Township, Northumberland

County, Pennsylvania
Census Taken Date: 19 APR 1940; Place of Residence: Fern, 1133; Family Number: 283; Attended School: Schoo! Grade Completed: 7

178 76 Davis Elizabeth Daughter F w 13 S Pennsylvania

. .. Coal Township, Northumberland
17B 77 Davis Dolores Daughter F W 8 S Pennsylvania County, Pennsylvania

Census Taken Date: 19 APR 1940; Place of Residence: Fern, 1133; Family Number- 283; Attended School: School Grade Completed: 2

. . Coal Township, Northumberland
17B 78 Davis Samuel Jr  Son M W 6 8§ Pennsylvania County, Pennsylvania

Census Taken Date: 19 APR 1940; Place of Residence: Fern, 1133, Family Number- 293; Attended School; School Grade Completed: 0

Subject Details in tabular-style

Tabular style uses less space than the form style. However, the
form style is more compatible to changes of the page orientation to
Portrait mode.

p
D The example reports shown above include a thumbnail image of
the document. The size of this thumbnail is an option given in the
Report Viewer (including eliminating it). The are other options such
as skipping blank fields or consolidating location parts (country,
state, etc) into a single location sequence to save space.

In Clooz 4, some record types such as Information Records can have a large
amount of data (associated events, families, media links, etc.). Therefore, even a

single individual record can result in a multi-page report. Since reports using this
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layout can actually include multiple records (such as multiple Information Records

or multiple Subjects), you should be careful regarding how many records you seek

to include in this type report. Besides taking a long time to process, the report could

quickly grow to hundreds or thousands of pages.

Reports are assembled in your Sources
computer's memory, so it is possible IRPRP1 °
the size of the report you generate :22;
exceeds the amount of free memory IR-Rec-4
in your system, resulting in an Out of ISRRLt11

IR-List-2

Memory error. You could reduce the

Infarmation Subjects Reports Template Editor

Report Title
Information Recerd Repart (form-style)
Information Record Report (tabular-style)
Information Recerd Repart (form-style; cached)
Information Recerd Repaort (tabular-style; cached)
Subject Record (Any type)
Information Recerd List by 1D

Information Recerd List by Record Type

Full content o

Full content o

ffiiingti o= =ro

For large repa
Indiviudal sub
List of Informa

List of Informz

size of thumbnails or eliminate some of the detailed sub-item categories to reduce

the size of the report. However, there are some special reports designed to cache

the report contents to your computer's disk instead of holding it all in memory,
allowing you to produce very large reports. These report types are tagged as
"cached". They require less memory, but take longer to generate. If you are

generating a report using the Individual Record Layout for many Information

Records, you may need to use the cached version of the report depending on your

computer's resources.

Reports generated using this cached

approach are generated in

Page:| 1

background, allowing you to begin

/45 - Creating 8 stop

viewing the beginning pages of the report while the rest is completed. The status

(number of pages generated) is shown in the lower left corner of the report viewer

window.
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List Reports

List type reports only provide a limited set of information for each included record.
This is the same set of information that is used in the lists of records that appear on

the main screen of Clooz.

Information Records Report

] ]
. User

| Clooz ID | Alternate ID | Year |Record Type Location Rating Source :

] ]

2 Photograph

3 1900 Census (US) Shenandoah, Schuylkill County, Pennsylvania, US US, 1900 Federal Census {Ancestry)

4 1920 Census (US) Shamokin, Northumberland County, Pennsylvania, US US, 1920 Federal Census {Ancestry)

5 1910 Census (US) Shamokin, Northumberland County, Pennsylvania, US US, 1910 Federal Census {Ancestry)

] 1940 Census (US) Ferndale, Coal Township, Northumberiand County, US, 1940 Federal Census {Ancestry)
Pennsylvania, US

7 1930  Census (US) Ferndale, Coal Township, Northumberland County, 1S, 1930 Federal Census (Ancestry)
Pennsylvania, US

3 1950  Census (US) Battimore, Maryland, US US, 1950 Federal Census {Ancestry)

g 1920  Census (US) Coal Township, Northumberland County, Pennsylvania, 1S, 1920 Federal Census (Ancestry)
us

10 1930 Census (US) Shamokin, Northumberland County, Pennsylvania, US US, 1930 Federal Census {Ancestry)

11 1940 Census (US) Littlestown, Adams County, Pennsylvania, US US, 1940 Federal Census {Ancestry)

12 1950  Census (US) Coliingdale, Delaware County, Pennsylvania, US US, 1950 Federal Census {Ancestry)

13 1917 Military Entry Record Northumberland County, Pennsylvania, US US, World War | Draft Registration Cards

(Ancestry)

14 1890  Directory [Population] Sth Ward, Shenandoah, Schuylkil County, PA, Schuylkill County Directory from
Pennsylvania, U.S. Eleventh Census (Ancestry)

15 1923  Death Record Shamokin, Northumberland County, Pennsylvania, U.5. U.S., Pennsyivania, Death Certificates, 1906

-1968 {Ancestry)

Large Reports

Clooz generates reports in your computer's system memory prior to displaying it.
When the report has many thousands of records you may find that Clooz runs out of
system memory and displays an error message. This is particularly true with
information record reports since they tend to have the most data. To alleviate this
limitation, you will find several of the information record reports are labeled as
"cached" and are specifically setup for large volumes. These cached reports make
more efficient use of the system memory and avoid the memory limitation
altogether. However, report generation with these is a bit slower than the other

report types which is why most reports are not done using this approach.
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Generate a Report

A report can be generated from various locations in Clooz:

» Selecting a report from the list in the Reports tab page; double-click or use the
context menu (right-click),

* Using the context menu (right-click) of a record or group of records from the list

of records on one of the other tabs on the main screen, or
» Selecting the Report button on one of the record editors.

You will have slightly different choices and required actions depending on which

location you make the request to generate a report.
Requesting a Report from the Reports Tab Page

The Reports tab page contains a list of all available report types. The list can be
filtered down to a specific record type by selecting the desired record type on the

left-side navigation panel.

£ Database: sample8.clz - Clooz by Ancestral Systems LLC Clooz4

s Information  Subjects | Reports

< | ReportID Report Title
1R-Rec-1 Information Record Report (form-style)
R-Rec-2
ReRec-3
IR-Rec-4
IR-List-1
IR-List-2

IR-List-3
IR-List-4

ST Repository Repo
Research Project Reports IR-List-5

R-Img-1

Research Objective Reports

U Research Task Reports

Other Reports v
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Sources Information  Subjects | Reports | Template Editor

Initiate the request to generate a
report by doing one of the

following:

¢ double-click the desired

report item,

* right-click the desired report item and choose the Generate Report item from

the popup context menu, or

* select the desired report item and press Ctrl-R.

When initiating Individual Record type reports (those that don't
have "List" in the name) from the Reports list, note that no data
record has been selected. You will have to select the desired
record(s) upon entry into the Report Viewer before a report will be
generated. The Report Viewer will notify you of this required action.

List type reports will default to show all records. Options to filter the
list down may be available in the Report Viewer depending on the
data type.

Requesting a Report from a Records List

Initiate a request to generate a report from the list of data records on one of the main
screen tabs by selecting one or more data records and then right clicking and

clicking the Generate Report item (keyboard shortcut is Ctrl-R).
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rces Information Subjects Reports Termnplate Editor
_— - )
ifo Record 1D - || Equals - LD search v YV Filter v Clear  [==| Show Composite
1fo Record y - - . .
D Personal File ID Document Type Event Type Year Country State/Province
Photograph
Census (US) Census 1900 Us Pennsylvania Schuyll
Census (US) Census 1920 us Pennsylvania Morthu
Census (US) Census 1910 us Pennsylvania Morthu
Census (US) Census 1940 us Pennsylvania Morthu
Census (US) Census Edit Item Ctri+E  yania MNarthu
Census (US) Census Bulk Edit ltem(s).. Ctrl+B g
Census (US) Census Delete Itemis) Delete  \apis Marthu
0 Census (US) Census Export ltem to Genealogy Programs Ctrl+X vania MNearthu
1 Census (US) Census Generate Report % Crl+R Lania Adams
Al I g Cel+ A .
2 Census (US) Census Expart All ltems to Excel Ctrl+A vania Delaws
- - ectec (s) { Ctrl+5 ,
3 Military Entry Record | Military Sen| Export Selected ltem(s) to Bxce Ctrl wania MNorthu
4 Directory [Population] | Residence wania Schuyll
- r e " ecords Cirl+C )
5 Death Record Death Clone to split into multiple recards) Cr+C ania Marthu
P fomo Crdat
~ e n r i o rl+ .
5 Census (UK] Census Convert Information Record Ctrl+V Cardig:
5 ; ] ch -
7 Census (US) Census Hide Search Toolbar vania Morthu
; Show Group By Panel .
8 Census (US) Census P By vania Schuyll
r© ' H i
. Choose Columns to display Ctrl+L .
g Census (US) Census play vania Luzerm
. Apply Best Fit - All Columns Ctrl+F
1 Passenger List Travel prly Best
Clooz will then pop up a window for you to #rmes -0
y Select desired report type:
choose which type of report you want to Report Tt DerpM[Epere Nl P O
Information Record Report (tabular-style) Record Report  Landscape <
Information Record Report (farm-style) Record Report  Landscape
generate Information Record List by ID List/Table Report Landscape
- Information Record List by Record Type List/Table Report Landscape
Information Record List by Main Event List/Table Report Landscape
Images and Recordlings List List/Table Report Landscape
Information Record List by Country/Report Ty.. List/Table Report Landscape
Information Record List by Country List/Table Report Landscape

Cancel

List type reports have the following options to indicate which records are to appear

in the report:

* The records specifically selected (when you clicked the Generate Report

command)
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* The records as currently filtered in the list
* All records of this data type

If this is an Individual Record type report, your initial selections (when you clicked
the Generate Report command) will be in the report, although there is an option in

the Report Viewer to change the record selection.

If you intend to generate a list of only some records of those in the
database, it may be faster to do the filtering in the main screen list
versus using the filtering options in the Report Viewer. This is
particularly true if you have a large set of data (thousands) in the
database. The filtering options on the main screen list offer some
additional filtering options not available within the Report Viewer.
Something to keep in mind.

Requesting a Report from a Record Editor

ERC e .
19 APR 1240 178 79 Fern

There is a Report button, as well as an Export e | [

to Excel button in the lower left corner of each

of the data editors in Clooz.

Export
= BEE

**BETA v4.0.0.195" - D:\My Documents\Clooz Beta Data\Sample.clz
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2 Report Selection = [m] X

Clicking the Report button will
Select desired report type:

bring up the Report Selection

Report Title Description | Report Type Page Orientation
. . . Information Record Report (tabular-style) Record Report  Landscape -
window for you to pick which report ormetion Record Repert form-<tc

to run. Only Individual Record
reports are supported from the
editors, since only one record has
been selected (the one you are

Continue Cancel

editing).

Clicking the Export to Excel button in

any of the data editors will have

Clooz produce an Excel worksheet o Report o= Export

. . . to Excel

file (with multiple worksheet pages &

for most data types) that is a content ~*BETA v4.0.0.202*** - D:\My Documents\Clooz Beta

dump of the data associated with the

data record currently being edited.

Enter location and file name for where to output the Excel file.

The first step to occur is selecting

T~ <« CloozBeta Data > Reports v O Search Reports p
the filename and location for the orgmnize e Newfads =- o
. ~ [l This PC Name . Date modified Type
new worksheet file. e
5 == Data (D2

> = Archive (E)

[IEIPREC ensusSWDavis 1840 ~

Saveastype: Microsoft Excel Worksheet ("xlsx) ~

e ol Cone

The worksheet file will then be created at that location and opened in Excel (or

whatever program your computer has set as the default program for the .xlIsx file
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type). Tabs (worksheets) are setup in Excel to contain all the information in various
types of records associated with the record originally opened in the editor. This

Excel file is then a complete dump of all the information from that individual data

@ Autosave (@ orr) S census1940SamuelDav... v £ search Richard Thomas o 5 - o X
File Home Insert Page Layout Formulas Data Review View  Automate Developer Help ACROBAT | 2 comments |
A1l v i Jx ~
A B C D E F G H I J K L M N O P a R s T a
1 Location Household Data Personal Description Education
E: 2l ¢ 2
[-] [ 2
Date CEHSHSTEI‘E" Sheet|Line £ = Owned Valueof| & [Surname|GivenName| Relationship Marital & & Place of Birth ]
(enumeration date) Strect| 2 = or it = Sex|Race|Age| "7 = = -
© E Home | F Status| 5 @ S
8 = Rented c £
i £ 2
2 ~ b
3 19 APR 1940 1768 74 Fern 1133 293 O 1400 Davis Samuel  Head M W 37 M H-4  Pennsylvania
4 19 APR 1340 178 74 Fern 133 293 0 1400 Davis Samuel  Head M w 37 m H-4  Pennsylvania
5 19 APR 1940 178 75 Fern 133 293 Davis  Stella wife Fw 368 ™ G Poland Na
6 19 APR 1940 178 76 Fern 133 293 Davis  Elizabeth Daughter F w 13 s x 7 Pennsylvania
7 19 APR 1340 178 777 Fern 133 293 Davis Dolores  Daughter F w B8 s x Pennsylvania
8 19 APR 1340 178 778 Fern 133 293 Davis  Samuelr San M w B s x 0 Pennsylvania
3 19 APR 1940 178 79 Fem 133 293 latovich Frances  Matherinlaw F W 58 wd 2 Poland Al
10 19 APR 1340 178 %0 Fem 133 293 latovich Charles  Brotherinlaw M W 20 S H1  Pennsylvania
1
')
12
12 A
General Information Subject Details1 Subject Details2 Events Families Media Links  Source + i 4 G >
Ready [E@ T Accessibility: Investigate HH M ——3—+ 100

Report Viewer

Each time you request a report to be generated it will be displayed in the Report
Viewer window. You can either examine the report here and work interactively with

it, or ultimately choose to export it to one of the supported file types.

-208 -




Report Generation

- B x

There are three principal

Ribbon Control Panel

features of the viewer:

¢ Ribbon Control
Panel
(Where the print and

export functions are

Parameters Panel

located)

e Parameters Panel
(Where you

customize the content of the report)

* Report Content

Report Viewer Ribbon Toolbar

The ribbon panel at the top of the Report Viewer contains a variety of controls to
perform different actions such as print, navigating through the report pages,

zooming of the display, and exporting of the report.

Report Viewer - O X

E- Preview ~

G e f & M ® Qe B B A=

Print. Quick Page Scale Next Last Navigation Zoom Zoom Zoom  Page  Enable Continuous Export.. Send.. Parameters Watermark
Print Setup.. Page Page  Pane Out  ~ In  Layout~ Scrolling - -

Print Navigation Zoom View Export Document

Print and Page Setup

The Print section of the ribbon controls provides you control over printer actions

related to the report.
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—, i 3
Lm ¥
Print.. Quick Page Scale

Print Setup...

Print

Print a Document Using the Print Dialog

To print a document, do one of the following.

—
* Click the Print... (m button on the toolbar.

* On the menu, click Print...

El- Preview

B Print... % Ctrl+P

* Press CTRL+P.

In the invoked Print dialog, specify the necessary settings (the printer name,

number of copies, page range, etc.) and click OK.
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Print.. >
Printer: 3 M PIZBO4EC [HP Lazerle - Preferences
Status: The printer is ready.
Location: http://[fe80:223:7dff:fe8b:94ec24]:3911

Comment:

Document(s) in Queue: 0

Mumkber of copies: 1 -
® All pages
Page range: Current
Some pages For example: 1,3,5-12

Print on both sides
Paper source: Automatically Select i

Page 1|of 2 W M| File path: Print to file

OK Cancel

Print a Document Using Default Settings

To send a document directly to the default printer without customizing print settings,
M
click the Quick Print .:' button on the Preview's toolbar.

Change Print Settings Using the Page Setup Dialog

To invoke the Page Setup dialog, click the Page Setup... @ button on the Print

Preview's toolbar.
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Page Setup “

Paper
Paper size: Letter hd
Crrientation: ® Portrait | andscape

Margins in Inches
Left: 0.5 Right: 0.5
Top: 0.5 Bottom: 0.5

8] 4 Cancel

[

The Page Setup dialog allows you to do the following.

» Change the paper size using the dedicated drop-down.
» Select page orientation (Portrait or Landscape).

» Specify page margins by entering the required top, left, bottom and right page
margin values into the appropriate editors.

Scaling

To scale a document, click the Scale button on the Print Preview's toolbar.

This invokes the Scale dialog.
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Scale X
® Adjustioc [ 100 % * | normal size
Fit to page(s] wide

Cancel

The dialog provides two ways for scaling the document.
» Scaling by entering a zoom factor.

Select the first option and set the required percentage value in the dedicated

editor.
* Scaling to fit into X pages.
Choose the second option and specify the required number of pages.

Click OK to save changes and close the dialog.
Navigating

A set of navigation tools are available for you to find and display the areas of the

report you want to review.

> »l @

Mext Last Mavigation
Page Page Pane

Mavigation

Navigate Between Pages

To navigate between document pages, use the scrollbars or navigation buttons on

the Report Viewer's toolbar. These buttons allow you to switch to the first, previous,
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next, or last page of a document.

> »l @

Mext Last Mavigation
Page Page Pane

Mavigation

To navigate to a specific page of a document, enter the required page in the

dedicated editor in the Print Preview's status bar.

Page: f5

Using the Navigation Pane

X To toggle (on/off) the display of the
Navigation Pane on the left side of the

Report Viewer, click the Navigation

Document Map  Pages  Search Results

Enter text in the search box above to start your
search.

Pane @ button on the Report

Viewer's toolbar.
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Use the Document Map to locate L ox
specific places in the report using
- -
bookmarks. Reports that group
Document Map Pages Search Results
categories usually have bookmarks
. 4  |nformation Records by Record Type

set for each of the grouped items. i e ¥ yp

Census (UK)
Most reports in Clooz have Census (US)
bookmarks, but not all. bt liEeT e

Directory [Population]

. Letter [Correspondence]

Click on one of the bookmarks to - -

Marriage Record (Civil)
move to the location in the report Military Entry Record

. Mining Accident [News Articl

corresponding to that bookmark. it e Menni

Passenger List

Photograph
The Pages feature displays a Navigation pox
thumbnail of each page of the

- -

report. Click on a thumbnail to go
Document Map  Pages Search Results

to that page in the report.
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To search for a specific text

Navigation L
throughout a document, enterit in
. . |Ferr1|:|ale X -
the search box on the Navigation N—
resulits -1

Pane. Then click on one of the
Document Map  Pages  Search Results

search results to go to that place in
Ferndale, Coal Township, Morthurnberland
the report. County, Pennsylvania, US

Ferndale, Coal Township, Morthurnberland
County, Pennsylvania, US

Ferndale, Coal Township, Morthumberland
County, Pennsylvania, US

Navigate Using the Hand Tool

The Hand Tool enables you to scroll content by dragging the report document

instead of using scrollbars.

To activate the Hand Tool, right-click anywhere within the document, and in the

invoked context menu, select Hand Tool.

B

[ e

*’ Hand Tool
k  Select Tool

Then, after you click a document's page, the mouse pointer is changed from @ to

_.|'\l'\"-|
“~ (signifying you have grabbed the page). Drag the mouse pointer to scroll the

report document and then release the mouse button after you have the report

document positioned.
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Zooming

To zoom in or out a document, click the Zoom In @\ orZoom Oute\ button on

the Report Viewer's ribbon control. The alternative way to zoom in and out the

document is to hold down CTRL and rotate the mouse wheel.

You can also zoom the document to a specific zoom factor. To do this, click the

Zoom button and choose one of the zoom factor presets from the invoked list.

Q

foom

10%

25%

5055

T5%

v 100% l},

150%

200%

500%

Whaole Page Ctrl+0
Page Width Ctrl+1

In addition, this list provides items allowing you to display one whole page at a time
and fit the document to the page width. If the preview window will be resized later,
the current zoom factor will also be changed in order to fit one page or the current

page width, respectively.
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View Control
I% =l
=
Page Enable Continuous
Layout™ Scrolling
View

The Page Layout button drops down a menu giving you a

choice of how many report pages to display in the viewer at one time.
Report Viewer — O

> @ Q Q& Bb = P =e %,

Next Llast Navigation Zoom Zoom Zoom Page Enable Continuous| Export... Send.. |Parameters Watermark
Page Page Pane Cut - In Layout~ Scrolling - -

Navigation Zoom i Export Document
I% Single Page

BB Tworages s —‘

oozl | Mwmsimil | Tmr [Wemes e = B0 ‘Wrap Pages [ o

rox

Informat

The Enable Continuous Scrolling button toggles the scrolling to either be
continuous (page breaks smoothly scroll through the display), or when disabled,
scrolling will jump to the top of the next page once the bottom of the page being
scrolled becomes visible. The Enable Continuous Scrolling button is highlighted

when enabled.

Exporting

There are two options available for exporting a document to one of the supported

third-party formats.

B =

Export.. Send..

Export
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Export Document to a File on Disk

To export a document and save the resulting file on your hard drive, click the arrow

for the Export... button and select the required format from the list.

PDF File

HTML File

MHT File

o

I BEODE A

RTF File

DOCX File

g
i

¥L5 File

™

¥L5X File

i

C5V File

@

Text File

(B

irid |mage File

—

[ Sempprrd

This invokes the Export Document... dialog with options for the selected format.

Export Document.. X
Export formatz| Txt -
File path: DMy Documents\Clooz Data\Reports\Reportl.txt

+| Open file after exporting

* More Options

Ok Cancel
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If you simply click the Export... button, the dialog will provide settings for the PDF
format. Then, you can always change the export format directly in the dialog using

the dedicated Export format drop-down list.

In the Export Document... dialog, you should specify the path where the resulting

file should be saved and choose whether or not to open the file after exporting.

To access and customize advanced export options for the selected format, click the

More Options link.

Export Document... “

Export format: | Txt b
File path: DA\Suppliers.txt
v/| Open file after exporting

¥ More Options

Enceding: Windows-1252 v

Text export mode: Text b

Text separator: TAE

Quote strings with separators | False b
OK Cancel

Specify the required format-specific options and click OK to initiate export of a

report and save the resulting file.
Send Exported File Using E-Mail

To export a document and send the resulting file using e-mail, click the arrow for the

Send... button and select one of the supported formats.
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PDF File

MHT File

RTF File

@B AR

DCCX File

=
(5

¥L5 File

¥L5X File

C5V File

Text File

Image File

T

This invokes the Send via E-Mail... dialog with options for the selected format.

Send via E-Mail... X
Export format: | Pdf o
File path: DMy Documents\Clooz Data‘\Reports\Reportl.pdf

¥ More Options

Ok Cancel

If you simply click the Send... button, the dialog will provide settings for the PDF
format. Then, you can always change the export format directly in the dialog using

the dedicated Export Format drop-down list.

In the Send via E-Mail... dialog, you should specify the path where the resulting file

should be saved. The dialog also allows you to specify advanced export options for
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the selected format. To access and customize these format-specific options, click

the More Options link.

Specify the required options and click OK to initiate export of a report and save the
resulting file. The saved file will be then attached to a new empty message in the

default mail program.
Copying to the Clipboard

Besides exporting a document to a third-party formatted file, you can copy a portion
of the document content to the clipboard, and paste it into an editor compatible with

one of the supported third-party formats.

To copy document content to the clipboard, do the following.

1. Select the content of the report document by holding down the left mouse
button and dragging the mouse pointer. The selected document elements are
highlighted.

2. To copy the selected content, press CTRL+C or right-click anywhere within the

highlighted area of the document, and select Copy in the context menu.

When pasted to a third-party editor from the clipboard, the report content will

automatically be converted to the target format.
PDF-Specific Export Options

When exporting a document, you can define the following PDF-specific export

options.
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Export Document.. X
Export format: | Pdf o
File path: DMy Documents\Clooz Beta Data\Reports'\Report1.pdf

+| Open file after exporting
¥ More Options
Fage range:

Don't embed these fonts;

Export editing fields to AcroForms | False -
PDF & compatibility: MNone o
PDF/UA compatibility: Mone -
Rasterize Images False o
Convert images to JPEG True o
Image quality: Highest -
Password security: (none)
Digital signature: (none)
Application:
Author
Keywords:
Subject:
Title:

OK Cancel

General Options

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.
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Don't embed these fonts

Specifies font names which should not be embedded into the resulting file to

reduce the file size. To separate fonts, use semicolons.

Convert Images to Jpeg

Specifies whether all bitmaps contained in the document should be converted
to JPEG format during export to PDF.

Images quality

Specifies the document's image quality level. The higher the quality, the bigger

the file, and vice versa.

Compressed

Specifies whether the resulting file should be compressed.

PDF/A-2b

Specifies whether to enable document compatibility with the PDF/A-2b

specification.

Password Security Options
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Document Open Password

Require a password to open the document

Document open password: e ——

Permissions

Restrict editing and pnnting of the document

Change permissions password: P
Printing allowed: Low Resolution (150 dpi) v
Changes allowed: Inserting, deleting and rotati... |¥

[] Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

0K l} Cancel

These options allow you to adjust the security options of the resulting PDF file (e.g.
enable open document, editing, printing and copying protection, and specify what

changes are allowed).
Signature Options

If an X.509 certificate is applied to your report, you can maintain its options using

the Signature Options property of the report PDF Export Options.

Additional Options
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You can also fill the Application, Author, Keywords, Subject, and Title fields.

These options specify the Document Properties of the created PDF file.
HTML-Specific Export Options

When exporting a document, you can define the following HTML-specific export

options.
Export Document.. s
Export format | Htm -
File path: LMy Documents\Clooz Beta Datah\Reports'\Report1.html

+| Open file after exporting

¥ Maore Options

Export mode: Single file -
u

Title: Report1

Character set: Unicode (UTF-8) -
Remove carriage returns | False -
Table layout True -
Embed images in HTML | False A

OK Cancel

* Export Mode

Specifies how a document is exported to HTML. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
preserving the page-by-page breakdown.
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» The Single file page-by-page mode allows export of a document to a
single file, while preserving page-by-page breakdown. In this mode, the
Page range, Page border color and Page border width options are
available.

» The Different files mode allows export of a document to multiple files,
one for each document page. In this mode, the Page range, Page bor-
der color and Page border width options are available.

Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.

Page border color

Specifies the color of page borders from the available palettes.

Page border width

Specifies the width (in pixels) of page borders.

Title

Specifies the title of the created document.

Character set

Specifies the character set for the HTML document.

Remove carriage returns

Specifies whether to remove carriage returns.

Table layout

Specifies whether to use table or non-table layout in the resulting document.

Export watermarks
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Specifies whether to export watermarks to HTML along with the remaining

document content.
* Embed images in HTML

Specifies whether to embed images in HTML content.
MHT-Specific Export Options

When exporting a document, you can define the following MHT-specific export

options.
Export Document.. X
Export format: | Mht -
File path: Dy DocumentshClooz Beta Data\Reports'\Reportl.mht

+| Open file after exporting

¥ More Options

Export mode: Single file A
u
Title: Reportl
Character set: Unicode (UTF-8) -
Remaove carriage returns | False A
Table layout True -
QK Cancel
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* Export mode

Specifies how a document is exported to MHT. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
dividing it into pages.

» The Single file page-by-page mode allows export of a document to a
single file, divided into pages. In this mode, the Page range, Page bor-
der color and Page border width options are available.

» The Different files mode allows export of a document to multiple files,
one for each document page. In this mode, the Page range, Page bor-
der color and Page border width options are available.

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.

Page border color

Specifies the color of page borders from the available palettes.

Page border width

Specifies the width (in pixels) of page borders.

Title

Specifies the title of the created document.

Character set

Specifies the character set for the HTML document.

* Remove carriage returns
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Specifies whether to remove carriage returns.
* Table layout

Specifies whether to use table or non-table layout in the resulting document.
* Export watermarks

Specifies whether to export watermarks to HTML along with the remaining

document content.
RTF-Specific Export Options

When exporting a document, you can define the following RTF-specific exporting

options.
Export Document., A
Export format: | Rif -
File path: Dy DocumentshClooz Beta Data\Reports\Report1.rif

«| Open file after exporting

¥ More Options

Export mode: Single file page-by-page -

Page range:

Export watermarks | True -
CK Cancel

* Export mode

Specifies how a document is exported to RTF. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
dividing it into pages.
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» The Single file page-by-page mode allows export of a document to a
single file, divided into pages. In this mode, the Page range option is
available.

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.
 Export watermarks

Specifies whether the exported document should include watermarks (if they

exist).
DOCX-Specific Export Options

When exporting a document, you can define DOCX-specific export options using

the following dialog:

Export Document.. X
Export format: | Docx o
File path: DMy Documents\Clooz Beta Data\Reports\Reportl.docx

+| Open file after exporting

¥ More Options

Export mode: Single file page-by-page -

Page range:

Table layout False -

Export watermarks | True -
OK Cancel
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* Export mode

Specifies how a document is exported to DOCX. The following modes are

available.

» The Single file mode allows export of a document to a single file without
dividing it into pages.

» The Single file page-by-page mode allows export of a document to a
single file divided into pages. In this mode, the Page range option is
available.

* Page range

Specifies a range of pages which will be included in the resulting file. Use

commas to separate page numbers. Use hyphens to set page ranges.
* Export watermarks

Specifies whether the exported document should include watermarks (if they

exist).
XLS-Specific Export Options

When exporting a document, you can define the following XLS-specific exporting

options.
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Export Document.. x
Export format: | Xls o
File path: DMy Documents\Clooz Beta Data\Reports\Report1.xls

+| Open file after exporting

¥ More Options

Export mode: Single file -

Sheet name: Sheet

Text export mode: | Value -

Show grid lines False -

Export hyperlinks | True o

Raw data mode False -
oK Cancel

* Export mode

Specifies how a document is exported to XLS. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
dividing it into pages.

» The Single file page-by-page mode allows export of a document to a
single file, divided into pages. In this mode, the Page range option is
available.

» The Different files mode allows export of a document to multiple files,
one for each document page. In this mode, the Page range option is
available.

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.
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Sheet name

Specifies the name of the sheet in the created XLS file.

* Text export mode

Specifies whether value formatting should be converted to the native XLS

format string (if possible), or embedded into cell values as plain text.

* Show grid lines

Specifies whether grid lines should be visible in the resulting XLS file.

* Export hyperlinks

Specifies whether hyperlinks should be exported to the XLS document.

e Raw data mode

Specifies whether to enable the raw data export mode. In this mode, only a
document's actual data is exported to XLS, ignoring non-relevant elements,

such as images, graphic content, font and appearance settings.
XLSX-Specific Export Options

When exporting a document, you can define the following XLSX-specific exporting

options.
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Export Document.. A
Export format: | Xlsx o
File path: DMy DocumentsiClooz Beta Data‘\Reports\Report1.xlsx

+| Open file after exporting

¥ More Options

Export mode: Single file -

Sheet name: Sheet

Text export mode: | Value -

Show grid lines False -

Export hyperlinks | True o

Raw data mode False -
oK Cancel

* Export mode

Specifies how a document is exported to XLSX. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
dividing it into pages.

» The Single file page-by-page mode allows export of a document to a
single file, divided into pages. In this mode, the Page range option is
available.

» The Different files mode allows export of a document to multiple files,
one for each document page. In this mode, the Page range option is
available.

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.
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Sheet name

Specifies the name of the sheet in the created XLSX file.

* Text export mode

Specifies whether value formatting should be converted to the native XLSX

format string (if it is possible), or embedded into cell values as plain text.

* Show grid lines

Specifies whether grid lines should be visible in the resulting XLSX file.

* Export hyperlinks

Specifies whether to include hyperlinks into the resulting file.

e Raw data mode

Specifies whether to enable the raw data export mode. In this mode, only a
document's actual data is exported to XLSX, ignoring non-relevant elements,

such as images, graphic content, font and appearance settings.
CSV-Specific Export Options

When exporting a document, you can define the following CSV-specific exporting

options.
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Export Document.. x
Export format: | Csv o
File path: DMy Documents\Clooz Beta Data\Reports\Reportl.csv

+| Open file after exporting

¥ More Options

Encoding: Windows-1252 -
Text export mode: Text -
Text separator:

Cuote strings with separators | True o

0K Cancel

* Encoding
Specifies the encoding used in the exported document.
* Text export mode

Specifies whether to use the formatting of data fields in the bound data source
for cells in the exported document. If this option is set to Text, all data fields
are exported to the CSV file as strings with the corresponding formatting
embedded into those strings. If the option is set to Value, all formatting will be

lost in the resulting document.
* Text separator

Specifies a symbol used to separate text elements (comma by default).
* Quote strings with separators

Specifies whether strings with separators should be placed in quotation marks

in the exported document.
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Text-Specific Export Options

When exporting a document, you can define the following TXT-specific exporting

options.
Export Document. s
Export format: | Tt -
File path: Dy Documents\Clooz Beta Data\Reports'\Report1.txt

+| Open file after exporting

¥ More Options

Encoding: Windows-1252 v
Text export mode: Text -
Text separator: TAE
Cuote strings with separators | False -
oK Cancel
* Encoding

Specifies the encoding used in the exported document.

* Text export mode

Specifies whether to use the formatting of data fields in the bound data source
for cells in the exported document. If this option is set to Text, all data fields
are exported to the text file as strings with the corresponding formatting
embedded into those strings. If the option is set to Value, all formatting will be

lost in the resulting document.

* Text separator

Specifies a symbol to separate text elements (TAB by default).

* Quote strings with separators
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Specifies whether strings with separators should be placed in quotation marks

in the exported document.
Image-Specific Export Options

When exporting a document, you can define the following Image-specific exporting

options.
Export Document.. x
Export format: | Image -
File path: DMy Documents\Clooz Beta Data\Reports\Reportl.png

+| Open file after exporting

¥ More Options

Image format PMG -
Resclution (dpi): 06 o
Export mode: Single file -
u
oK Cancel

* Image format

Specifies an image format to export a document. Available formats are BMP,
EMF, WMF, GIF, JPEG, PNG, and TIFF.

* Resolution (dpi)
Specifies the required image resolution (in dpi).

* Export mode
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Specifies how a document is exported to an image. The following modes are

available.

» The Single file mode allows export of a document to a single file, without
dividing the output into pages.

» The Single file page-by-page mode allows export of a document to a
single file, divided into pages. In this mode, the Page range, Page bor-
der color and Page border width options are available.

» The Different files mode allows export of a document to multiple files,

one for each document page. In this mode, the Page range, Page bor-
der color and Page border width options are available.

* Page range

Specifies a range of pages which will be included in the resulting file. To

separate page numbers, use commas. To set page ranges, use hyphens.
* Page border color

Specifies the color of page borders.
* Page border width

Specifies the width (in pixels) of page borders.
Document Control

:

Parameters Watermark

Document

Show/Hide the Parameters Panel

The Parameters panel is where you work with the options supported by each report
related to the data to be used and how it will appear. Those operations are

discussed separately.
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The sole function of the Parameters button in the ribbon is to control whether the
panel will appear on the left side of the Report Viewer, or be removed to make more
screen space for the report itself. The default state when the Report Viewer first

appears is to show the panel.

,
When the panel is Preiew

1, 11 = = P
(= L =il P @ Qe B B b= B
enabled, the Print.. Quick Page Scale Next Last Navigation Zoom Zoom Zoom Page Enable Continuous Export... Send Parameters Watermark
Print Setup... Page Page  Pane Out ~ In  Layout~ -

Scrolling

Navigatior Zoom View

bUtton Wi” be Parameters 2

Document

Report Titles.

highlighted.

Information Records Report

Report Sub-Title Information Records Report
Record Set to Use:
cord setio Bee Census (UK)
Records s Filtered on main scree: i
| Clooz ID | Alternate ID | Year ~ | Main Event Type | Location
Data Filters (lsave blank to include all records): L
16 1851 Census Lianarth, Cardiganshire, Wales
. Report Viewer = (u]
Here the panel is —
(mAs! = - B
. =e > @ QA a B (=1 B&=
hldden Print.. Quick Page Scale Next Last Navigation Zoom Zoom Zoom Page  [EnableContinuous Export. Send.. Parameters Watermark
. Print Setup. Page Page P: Out v In  Layout~ Scrolling v -
Print Nevigation Zoom View Export Document t
Information Records Report
Census (UK)
Clooz ID | Alternate ID | Year ~ | Main Event Type | Location R:fﬁ\g Source
16 1861  Census Lianarth, Cardiganshire, Wales b 4.4 Wales, 1851 England & Wales Cansus
(Mytierage)

2 1851 Census Liangattock, Breconshire, Wales UK, 1851 England, Wales & Scotland Census
Census (US)
| Clooz1D | A D | Vi Main Event Type | Locati ser g,
| Clooz Iternate ear ain Event Type | Location Rating | Source
3 1950 Census Baltimore, Maryland, US US, 1950 Federal Census (Ancestry)
9 1920 Census (Coal Township, Northumberland County, Pennsyivani, US, 1920 Federal Census (Ancesinih

Changing a Watermark

With the Report Viewer, you can add a text watermark in a document, or turn a
picture into a document's background. It is also possible to use both textual and

image watermarks simultaneously.

7
e
To invoke the Watermark dialog, click the Watermark button on the toolbar.
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Adding a Text Watermark

To add a text watermark, open the Text Watermark tab. Input the required
watermark's text or choose one of the provided options in the Text drop-down list.

Then, define other text properties, such as direction, color, font, size, transparency,

etc.

Watermark X
Text Watermark Picture Watermark
Text: Demonstration -
Direction: Farward Diagonal - Color: | [l Red -
Font Werdana - Sizes |48 -

Italic |+| Bald

Transparency: |
Pasiticn Page Range
® |n front * Al
Behind Pages For example: 1,3,5-12
Clear all QK Cancel

Adding an Image Watermark

To add a picture watermark, switch to the Picture Watermark tab. To load the
image to be used as a watermark, click the ellipsis button for the Image property. In
the invoked dialog, select the file containing the image that you wish to load and

click Open.
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Watermark

Text Watermark Picture Watermark
Image:
Size mode: Clip

Haorizontal alignment: | Center
Vertical alignment: Middle

Transparency: ]

< L » Documents » Clooz Data
Organize = MNew folder
Clear All > @ Richard - Ancestral Systems, LLC Name
I Desktop
4 Downloads

— Documents

¥} Federal Cer

v Tiling

¥} Federal Car
|0 Federal Cer

Search Clooz Data 2

=~ 00 0

Date modified

4 Pirtures

File name: | Watermark.png

All image files (*.bmp;*.dib;*.rle ~

Then, you can specify the picture's properties, such as the size mode, alignment,

transparency, etc.

Specifying Watermark Properties

At the bottom of the Watermark dialog, you can select a watermark position behind

or in front of the document, and specify the page range in which the watermark will

be printed.

These settings are in effect both for text and image watermarks.

Removing a Watermark

To remove watermarks from a document, click Clear All in the Watermark dialog.

Then, click OK to save changes and close the dialog.
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Report Viewer Parameters Panel

The parameters panel is perhaps the most important
part of the Report Viewer, and certainly where you will
spend most of your time. The parameter fields for each
of the reports vary a bit depending on what data type is
being reported and the report layout chosen. However,
there is some commonality between the reports since

most have some form of the following:
* Report titling,

* Records to be included,

* Datafilters to further customize which records get

included, and

* Display and report options.

Report Titles...

Report Title Information Records Repart

Report Sub-Title

Records Set to Use:
Records as Filtered on main screes
Data Filters (leave blank to include all records):

Country:
Country-State/Province:
Country. County:

Years:

Record Types:

Display Options:

Include Description Field: | No

Include Remarks: No

Submit

P Please Note: When you make changes to any of the fields in the

Parameters panel, you must click OK in any of the dropdowns to

have the value be changed, and none of the changes will be

applied to the report until you click the Submit button.
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Record Types: b

Display Options:

Include Description Field: | No -

Include Remarks: Mo hd

Customizing Report Titles

You can change, add, or delete a title and/or sub-title for the report using the Report
Titles fields on the Parameters panel.
Parameters b X

Report Titles...

Report Title Information Records Report

Report Sub-Title | Sub-Title Goes Here

Enter the desired text (or delete the text to eliminate a title), and then click the

Submit button on the Parameters panel.

The title and sub-title are added to the report at the top of the first page.

Information Records Report

Sub-Title Goes Here

S ..n| - |.. . | . | User -
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Selecting Records to Include in Reports

The set of records used to generate a report depends on how the request was

made.

If a report request was
made from...

Data Records Available

Report Layouts Sup-
ported

Record Editor

Single record

Individual Record style
only

Main screen list of records

All records appearing in list
(could be filtered)

Individual Record style or
List

List on Reports tab

All records of that type

Any style available

Selecting Records to Include in Individual Record Reports

When the Report Viewer first appears, a report will be immediately generated if an

implied record selection has been made (the report was requested from a record

editor or selected from the list of records on the main screen of Clooz). Otherwise,

you will see a message that parameter values must be submitted first.

To make or change the selection of records, click the arrow on the right side of the

control to see the drop down list of all available records that can be included in the

report (which is dependent upon where the report request was made; see section

above). Check the boxes for those records to include, and then click OK. The report

will not be generated until you click the Submit button on the parameters panel,

allowing you to make other adjustments first.
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Parameters o

Select Records to Include

Information Records:

B [Select All)

[2] - about 1922 Photograph: Shamakin, Morthumberland County, Pennsylvania, United States

[3]1 - 1900 Census (US); Shenandoah, Schuylkill County, Pennsylvania, US
[4] - 1920 Census (US): Shamokin, Northumberland County, Pennsylvania, US
I.§] - 1910 Census (US); Shamokin, Northumberland County, Pennsylvania, US

] - 1940 Census (US); Ferndale, Coal Township, Merthumberland County, Pennsylvania, US
[71- 1930 Census (US); Ferndale, Coal Township, Merthumberland County, Pennsylvania, US

[8] - 1950 Census (US): Baltimaore, Maryland,

OK

Us

Cancel

P Reports using the Individual Record style layout require more

computer resources and pages in the resulting report. Therefore,

these reports can only be generated for a specific set of one or

more records, and should not be used for a large number of

records. There are no automatic default selections of all records.

When the report request was made from a record editor, only that record can be

used in the report. Therefore, the record selection field is disabled.

Parameters o

Select Records to Include
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Selecting Record Sets to Use in List Reports

List style reports are setup to display larger numbers of records. It is presumed that
you don't want to use them for a single record, so reports of this type are not offered
when requesting reports from the record editors. Once in the Report Viewer,
selection of specific records is not provided. Instead, you can select the record set

to be used.

Record Set to Use:

Records as Filtered on main screen -

Selected Records (main screen)
Records as Filtered on main screen
All Records

The set of records to be listed in the report can be one of three types:

» Selected Records (main screen)
The records selected on the main screen when requesting the report will be

what appears in the report.
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FF ORI LI L P SRS el Sl T

1es Sources Information Subjects Reports

¢ |Info Record ID = | Equals d L search

Info Record : -
D Personal File ID Docurment Type Event Type s
2 Photograph Mone abou
3 Census (US) Census 1
w |4 Census (US) Census 1
5 Census (US) Census 1
Y le Census (US) Census 1€
7 Edit Item Ctrl+E 1c
V ; Bulk Edit ltem(s).. Ctrl+B «
: v |g Delete ltemi(s) Delete 1c
5 10 Generate Report L} Ctrl+R 1
11 r

* Records as Filtered
All of the records visible in the list on the main screen will be included in the
report. If a filter was active on the main screen, only those filtered records will

be in the report. If no filter was active, all records will be in the report.

* All Records
All records of that data type will be included in the report, even if a filter was

active on the main screen.

N
_ﬂ The selection last made for that report type will be used again the
next time a report of that same type is requested.
This setting can be changed at any time the report is being viewed
by selecting a different choice and clicking the Submit button in the
Parameters panel.
J
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Additional Report Details

Some report types have options for controlling the display of additional lists (sub-
reports to each of the main records). This is more common with the Individual

Record style reports showing other records associated with the main record.

The Parameters panel includes fields for each of these optional data types. Select

Yes if the data item is to included in the report, or No to leave it out.

1 ox
Events (As supported by information in this record)
Report Titles..
Report Title !Evanl Type |Flimﬂry Subject(s) Event Date | Description Confidence Rating Last Updated
Bet Apr 1890 and
Report Sub-Tile Birth William E Thomas Aprigor 16 Jul 2022
Location:  Pennsylvania
Select Records to Include
Name in record [ Principal? C Rating
William E Thomas Principal
Notes Sheet labeled as 'Out of Order"
Residence William E Thomas. 1 Apr 1950 16 Jul 2022
o _ Location: 925 Bedford Ave., Collingdale, Delaware County, Pennsylvania, US
AL Name in record !" le/Relationshi| | Principal? ‘ Confids Rating
Tpants | Yes William E Thomas Principal [¥]
Eamilies Y Notes Sheet labeled as 'Out of Order’
Family Members | Ye:
- Occupation William E Thomas 1 Apr 1950 Assembler (Electric Plant) 16 Jul 2022
Media Links ¥ Location: Collingdale, Delaware County, Pennsylvania, US
Research Tasks No T
et et [ Name in record [ Principal? | C Rating
t = o
wemal e Hn William E Thomas Principal

e N
D The selection last made (Yes/No) for each data type will be used
again the next time a report of that same type is requested.
This setting can be changed at any time the report is being viewed
by selecting a different choice and clicking the Submit button in the
Parameters panel.
N J

Filtering Data Records

List-style report types will usually have options in the Parameters panel to filter the
data going into the report. Filters define which data values must be matched in order

for the record to be included.
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Page:| 1 |/4 oK

= L=

Data Filters (leave blank to include all records);
Country: -
Country-State/Province: o
Country..County: -
Years: -
Record Types: - |

[Select All) b
Display Options: Census (UK)

Census (US)

Include Description Field
Death Record

Include Remarks Directory [Population]
Grave Marker Record(s)

Letter [Correspondence]
Marriage Record (Civil)
Military Entry Record

Mining Accident [News Article]
Passenger List

Photograph

Cancel

For each data type, open the drop down list by clicking on the arrow and then check

the boxes of those values you want the records to match.

If you want all records to be included, clear the selections in the filter field. (No filter

will let all records be included.)

s N
! Blank fields with a check box indicate there were records that had
® no entry for this field. Checking this box will indicate you want to
include records in the report for which this field was left blank. Do
not check it if you are trying to indicate you do not want any
filtering.
N J
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[E~ Preview
r 3
= e N PP @ QQa B
Print.. Quick Page 5cale Mext Last MNavigation Zoom Zoom Zoom Page Er
Print Setup... Page Page Pane Out v In Layout ™
Print Mavigation Zoom \
Parameters rox
Report Titles...
Report Title Infarmation Records Report
Report Sub-Title | (Mone)
Record Set to Use: Census (UK)
Records as Filtered on main screen - I
: Clooz ID | Alterna
Data Filters (leave blank to include all records): I
16
Country: -
. 22
Country-State/Province: -
Country..County: -
Vears: W [Select All) Census (US)
I
Record Types: '
/P .5, Pennsylvania, Morthumberland County : Clooz ID | Alterna
- - |
Display Options: 5., Pennsylvania, Schuylkill County
%S, Maryland, 8
Include Description Field 5, Pennsylvania, Adams County 9
Include Remarks: U5, Pennsylvania, Delaware County 0
U5, Pennsylvania, Luzeme County
U5, Pennsylvania, Morthumberland County ¥
U5, Pennsylvania, Schuylkill County
USA, PA, Northumberland County g
US4, Pennsylvania, Schuylkill County 5
Wales, Breconshire
Wales, Cardiganshire 19
oK Cancel 11
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Report and Display Options

The report parameters panel may include some report or display options, affecting
what is shown in the report for a particular record. These vary depending on the

report layout and/or record type.

j The settings of report and display options are persistent, meaning
the next time you generate a report of the same type you will see
the settings as they were left in the previous report.

Options for Individual Record Report Layouts

Reports using Individual Record layout can include options similar to these:

Report Options

Thumbnail image size: | Small -
Include blank detail columns

Mo -
Combine place fields (details)

Yes -

* Thumbnail Image Size

Individual Record layouts of Information Records, Sources, and Repositories
include an option to display a thumbnail image of the primary media item (first
item by default) if the record has attached media items. The image appears in

the initial block of data for each record. There are six choices:
* None - No thumbnail is shown.

* Tiny
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Small - (the initial default setting) Here is an example:

Us (7 subjects)

Huge

* Include blank detail columns (Only applies to Information Records)

Subject-detail fields in Information Records which have blank values can be
hidden from display (select No) to save space. This is applied uniquely to each
subject's details in the Information Record, so it is possible a given detail field
only is shown for some of the subjects within the same Information Record.

The initial default setting is "No."

* Combine place fields in the details (Only applies to Information Records)

Subject-detail fields which are parts of a location sequence (country, state,
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county, etc) can be combined into a single location field rather than having
individual fields for each of the parts (as would appear in the Information
Record editor templates). The resulting field then uses less space in the

report. The initial default setting is "Yes."

Options for List Report Layouts

Display Options:

Include Description Field: | No -

Include Remarks Mo *

* Include Description Fields (Only applies to Information Records; initial
default: "No")

If an Information Record has an entry in the description field, it can be appen-
ded to the row for that record as shown below:

Clooz ID | Alternate ID

Year | Record Type Location

2 1851 Census (UK)

Uangatiock, Breconshire, Wales

* Include Remarks (Only applies to Information Records; initial default: "No")

If an Information Record has an entry in the remarks field, it can be appended
to the row for that record (similar to how the description field appears in the

above example).

Sorting Lists in the Report Viewer

The Report Viewer provides an interactive sorting capability for list-style reports.
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To reorder the records in a list, click on header for that column. Multi-column sorting

can also be done by holding down the Shift key while clicking a 2nd or 3rd column.

Columns being sorted will show an up or Informat
down arrow on the right side of the header
area indicating ascending or descending Year | Record Type I Locati
sorting. Additional clicks of the same column ~

1861  Census (UK) Lianarth,

will toggle between the sort orders.

When you export the report to another file type, the sort order in effect at the time

will be used for the export.
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Exporting Directly to Excel

Reports in Clooz can be exported to Excel (as well as a few other formats) from the
Report Viewer window. However, Clooz can also directly output data to a Microsoft
Excel file without going through the report generation process. All of these methods
will produce slightly different results in the Excel file, giving you flexibility in using

the method that best meets your intentions.

There are several places where you can directly output data to an Excel file, which

then is displayed in the Excel program:

* From any of the data editors, where an entire record and all related content

can be included, and

* From any of the main screen lists, which includes only the fields currently

displayed in the list.

Exporting to Excel from Data Editors

Clicking the Export to Excel button in

any of the data editors will have

Clooz produce an Excel worksheet o Report . Export

. . . to Excel

file (with multiple worksheet pages &

for most data types) that is a content ~*BETA v4.0.0.202*** - D:\My Documents\Clooz Beta

dump of the data associated with the

data record currently being edited.
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The first step to occur is selecting

Enter location and file name for where to output the Excel file. X

Lo « Clooz Beta Data > Reports ~ Search Reports o
the filename and location for the orgmnie  Newfalde =- @
) ~ [ ThisPC Name - Date modified Type
new worksheet file. , e osi
> w= Data(D:)

> em Archive (E)

[ZIFLEL =R C ensusSWWDavis 940 v

Save s type: Microsoft Excel Worksheat (*.xlsx) v

Save

Cancel

A Hide Folders

The worksheet file will then be created at that location and opened in Excel (or
whatever program your computer has set as the default program for the .xlsx file
type). Tabs (worksheets) are setup in Excel to contain all the information in various
types of records associated with the record originally opened in the editor. This

Excel file is then a complete dump of all the information from that individual data

3 AutoSave '::. off) © Q = census19405amuelDav... v L search Richard Thomas ° & — O %
File Home  Insert  Page Layout Formulas Data  Review View  Automate  Developer Help  ACROBAT | = comments |
All ~ fx ~
A B C D E F G H 1 J K L M N O P a R s T A
1 Location Household Data Personal Description Education
E . g = £
5 =
Date CEHSI._ISTaken Sheet|Line £ = Owned Valueof| & |Sumame|Given Name| Relationship Marital @ g Place of Birth T
(enumeration date) Street| Z = or sueon) E Sex|Race|age| o 0| = H P
¥ E Home | F Status | 5 ] o
@ o Rented c =
=] g o
2 T - T
3 19 APR 1940 178 74 Fern 1133 293 Q 1400 Davis Samuel Head M W 37 M H-4 Pennsylvania
4 19 APR 1340 178 74 rem M133 293 0 400 Davis Samuel  Head M ow 37 m H4  Pennsylvania
5 19 APR 1940 178 75 Fem 133 7293 Davis  Stella Wwife Eow 3 owm G Poland Na
6 19 APR 1940 178 76 Fern 1133 293 Davis  Elizabeth Daughter F w 13 s 7 Pennsylvania
7 19 APR 1940 178 77 Fern 1133 293 Davis Dolores  Daughter Fw 3 s F) Pennsylvania
8 19 APR 1940 178 73 Fern 133 293 Davis  Samuelir Son M w 5 s o Pennsylvania
3 19 APR 1940 178 79 Fern 133 293 Latovich Frances  Motherinlaw F W 58 wd £ poland Al
10 19 APR 1340 178 B0 Fern 133 293 Latovich Charles  Brotherinlaw M W 20 s H1  Pennsylvania
1
:
12
12 v
< > General Information Subject Details1 Subject Details2 Events Families Media Links Source + 4 G »
Ready FE® f)’< Accessibility: Investigate ﬁ E -———+ 100%
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Exporting to Excel from Main Screen Lists

Rl sl mom]
The context menus (right click) Edit ltem Cirl+E
for each of the lists of data in the Bulk Edit ltem(s).. Ctrl+B
various tabs on the main screen Delete ltem(s) Delete
. Export ltem to Genealogy Progr, Ctrl+X
of Clooz offers several functions Hport fiem fo mEnssiegy Frograms .
) ) Generate Report Ctrl+R
to output the information
Export All ltems to Excel I,\x, Ctrl+A
contained in the list directly to Export Selected ltem(s) to Exce Ctrl+35
an Excel file. This is available
whether the list is in grid form or Clone (to split into multiple records) Ctrl+C
Convert Information Record Ctrl+V

Composite View. Two options

. . Hide Search Toolbar
are provided, either to export all
Show Group By Panel

the records in the entire list or - - ) . .
Choose Columns to display Ctrl+L
those records currently Apply Best Fit - All Columns Ctrl+F
selected. Only the data for the

columns shown in the list are exported.

The Excel file created as a result of this operation will be setup to reflect any column
selection, data groupings, filters, and sorting you have in place on the Clooz list

being exported.

When the Export All Items to Excel menu item is selected, you first select the Excel
(.xIsx) file to output the data to, and then the new file will be opened in Excel. All of

the records currently appearing in the list will be output to this file.
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@ Autoswve @ or) S RDumpListxise v P search mcrardThomas @) & - O x
File ~ Home Insert Pagelayout Formulas Data Review View Automate Developer Help ACROBAT = Comments
Al M f& InfoRecord ID ~

A | B C D E F G H I J K L M -
1 |ifo Recot » |Personal File »| Document Type »| Event Type » Year |+ Country - State/Province |~ County ~| Parish/Township| ~ city |+ userRatil~ Description ~ | Date Update =
2 2] Photograph ol 5 5ul 2022
3 3 Census {us) Census 1900 us Schuylkill County Shenandoah 0| 16 Jul 2022
4 4| Census (US) Census 1920 us Northumberland Cou Shamokin 0| 27 Sep 2022
5 5 Census US) Census 1910 us Northumberland Cou Shamokin 0| 16 Jul 2022
3 6| Census (us) Census 1940 us Northumberland Cour|Coal Township Ferndale 0| 16 Jul 2022
7 7| Census (us) Census 1930 us i Cour|Coal Township Ferndale 0| 16 Jul 2022
8 8 Census {us) Census 1950 us Maryland Baltimore 0| 27 Jul 2022
9 Census (us) Census 1920 us Pennsylvania Northumberland Cour|Coal Township 0| 16 Jul 2022
10| Census (us) Census 1930 us i Cou Shamokin 0| 16 Jul 2022
11 Census {us) Census 1540 us Pennsylvania Adams County Littlestown 0| 16 Jul 2022
12| Census (US) Census 1950 us Pennsylvania Delaware County Collingdale 0| 16 Jul 2022
13 Military Entry Recorg Military Service|1917 us P i Northumberland Coul 0| 17 Jul 2022
14| Directory [Popt { iden 1850 U.S Py Schuylkill County Shenandoah 0| 27 Jul 2022
15 Death Record Death 1923 U.S. Pennsylr Northumberland Cou Shamokin 1 15 Apr 2023
6 16| Census {UK) Census 1861 wales Cardiganshire Llanarth -2|Not the family sought. 24 Apr 2023
7 17| Census {us) Census 1880 us Pennsylvania Northumberland Cour|Shamokin 0| 27 Jul 2022
18 18] Census (US) Census 1870 us Pennsylvania Schuylkill County Shenandoah Ci 0| 27 Jul 2022
19 19 Census (us) Census 1860 us Pennsylvania Luzerne County Hazel Hazelton 0| 27 Jul 2022
20 21 Passen, ger List Travel 1856 0| 28 Jul 2022
22| Census (UK) Census 1851 Wales Breconshire Llangattock 0| 29 Jul 2022
23 Letter [Currespunde Currespundenc 1834 4|The letter includes the birth datf 27 Sep 2022
24| r\_narriaggnemrd ('Cil Marriage S (1 |Pennsylvania _ ‘?:huylﬂgguty _ - ,|Pottsville P _ s _ 29 1yl 02 |
Setup the list on the main screen before exporting to Excel. This
- . . " . . . .
= includes setting or clearing any desired filters you have applied in
the toolbar, and turn on display of the columns you want to see in
the Excel file. If you have a filter applied to only show some of the
records from the database, only those filtered records will be
exported. Likewise, only data from the columns appearing in the
list will be exported.
When exporting to Excel from the Composite View, only those
—

records showing will be exported. If you want the information from

subordinate or child records (those you see in the Composite View
after you expand a record) you need to expand those records prior
to performing the export. Hidden records will not be exported.

Here is an example of the other export option, Export Selected Item(s) to Excel as

performed from the Composite View. As mentioned above, records need to be

expanded for the underlying records to be exported. Likewise, all of the records you

want to export must be selected, regardless of the hierarchical level.
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Sources Information Subjects Reports Template Editor
Info Record ID « || Equals - pSEarc" - T’ Filter = Clear | 4] how Grid
Information 3er:;c>na| :i!e # ) Year & Event/Record Ty:pe I..ocat\on User Rating
Record ID (MNames) (Name Appearing, Role/Relation Age) (Vital Dates)
2 Photograph: Ruth (rt), age 23
b3 1900 Census (US) Shenandoah, Schuylkill County, Pennsylvania, US
r 4 1920 Census (US) Shamaokin, Nerthumberland County, Pennsylvania, US
b5 1910 Census (US) Shamaokin, Nerthumberland County, Pennsylvania, US
4 B 1940 Census (US) Ferndale, Coal Township, Northumberland County, Pe...
b B Davis, Samuel W Jr. Davis, Samuel , Head (Age: 37) b: Abt from 1902 to 1903; m: Abt 1924 d; Abt from 1...
» 29 Lotovich, Stella Davis, Stella, Wife (Age: 36) b: Abt 1904; m: Abt 1924;
v 37 Davis, Elizabeth Davis, Elizabeth , Daughter (Age: 13) b Bet Apr 1926 and Apr 1927;
» 38 Davis, Dolores Davis, Dolores , Daughter (Age: 8) b Bet Apr 1931 and Apr 1932;
» 39 Davis, Samuel C. Davis, Samuel Ir, Son (Age: 6) Edit Item Cirl+E
» 40 Lotovich, Frances Latovich, Frances , Mother in Law (Age: 58) Bulk Edit Item(s).. Ctrl+B
b 41 Lotovich, Charles Latovich, Charles , Brother in Law (Age: 20) Delate ltem(s) Delete
a7 1930 Census (US) Export ltem to Genealogy Programs Ctrl+X . Peu
b 42 Lotovich, Charles Lotovich, Charles , Head (Age: 53) Generate Report Ctrl+R
» 40 Lotovich, Frances Lotovich, Frances , Wife (Age: 48) Export All kems to Excel Ctrl+A
» 43 Lotovich, Julia Lotovich, Julia , Daughter (Age: 13) Export Selected Item(s) to Excel % Ctrl+S
» 41 Lotovich, Charles Lotovich, Charles , Son (Age: 10)
» 29 Lotovich, Stella Davis, Stella, Daughter (Age: 25)
L] Davis, Samuel W Ir. Davis, Samuel , Son in Law {Age: 27) m ..
v 37 Davis, Elizabeth Davis, Betty , Grd Daughter (Age: 4) Hide Search Toolbar
b8 1950 Census (US)
b9 1920 Census (US) Choose Columns to display Ctrl+L  jani...
¥ 10 1930 Census (US) Apply Best Fit - All Columns Cirl+F , US
v 11 1940 Census (US) Littlestown, Adams County, Pennsylvania, US

The resulting Excel file from the above export operation appears as follows.

@ AvtoSave (@ of) . S IRDumplistxl.. v £ search Richard Thomas @) & — D X
File Home Insert Page Layout Formulas Data Review View  Automate  Developer Help  ACROBAT | 2 comments
Al ~ J&  Information -~
Record ID
A I B z D E F a
Information Persaonal File # Year & Event/Record Type Location User Rating
1 Record ID (Names) hd (Name Appearing, Role/Relation Age) |~ (vital Dates) -
E 2|6 T 1940 Census [US) Ferndale, Coal Township, Northumberland Cou 0
3|6 Davis, Samuel W Ir. Davis, Samuel , Head (Age: 37) b: Abt from 1902 to 1903; m: Abt 1924; d: Abt from 1954 to 1960
4 (29 Lotovich, Stella Davis, Stella, wife (Age: 36) b: Abt 1904; m: Abt 1924;
537 Davis, Elizabeth Davis, Elizabeth, Daughter (Age:13) b: Bet Apr 1926 and Apr 1927;
5 38 Davis, Dolores Davis, Dolores, Daughter (Age: 8) b: Bet Apr 1931 and Apr 1932;
739 Davis, Samuel C. Davis, Samuel Jr, Son (Age: 6) b: Bet Apr 1933 and Apr 1934;
3 40 Lotovich, Frances Latovich, Frances , Mother in Law [Age: 58) b: Bet Apr 1881 and Apr 1882;
9 |41 Lotavich, Charles Latavich, Charles, Brother in Law (Age: 20] b: Bet Apr 1919 and Apr 1920;
E 107 1930 Census [US) Ferndale, Coal Townshig, Nerthumberland Cou 0
42 Lotovich, Charles Lotovich, Charles , Head (Age:53) b: Bet Apr 1876 and Apr 1877;
12 |40 Lotovich, Frances Lotovich, Frances, Wife [Age: 48) b: Bet Apr 1881 and Apr 1882;
13 |43 Lotovich, Julia Lotovich, Julia, Daughter (Age: 13) b: Bet Apr 1916 and Apr 1917;
14 |41 Lotovich, Charles Lotovich, Charles, Son (Age: 10) b: Bet Apr 1919 and Apr 1920;
15 |29 Lotovich, Stella Davis, Stella, Daughter {Age: 25) b: Abt 1904; m: Abt 1924;
16 |6 Davis, Samuel W Ir. Davis, Samuel, Son in Law (Age: 27) b: Abt from 1902 to 1903; m: Abt 1924; d: Abt from 1954 to 1960
17 |37 Davis, Elizabeth Davis, Betty , Grd Daughter (Age: 4) b: Bet Apr 1926 and Apr 1927;
18
19
20
R e mnntn g om | __mm— s e e T e At i ot Bt I o o e e st B

Notice that the Excel file maintains a hierarchical structure (shown by the

plus/minus buttons).
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If you were to export records from a Composite View that were not expanded at the

time of the export, Excel will still show a plus button. However, if you click it, the row

displayed will be blank. This is illustrated below in row 7 of the spreadsheet.

B AutoSave ':.fo:' £~ = IRDumplList.xlsx £ search :
f

File Home Insert  Page Layout Formulas Data  Review View  Automate  Developer Help  ACROBAT f
i

Al | d fx Information f
Record ID b

f

1 I 2 I 3 I 4 A B e E
Information Personal File # Year & Event/Record Type k

Record ID - {Mames) - (Mame Appearing, Role/Relation Age) |- 1

2|2 Photograph: Ruth (rt), age 23 {

33 1900 Census (US) Shenandoah, Schy

El 4 (4 1920 Census (US) Shamaokin, Northy
El 5 (2 Davies, Samuel Winfield Davis, Samuel W, Head (Age: 58) b: 22 Sep 1861; m?
El 6 |3 1900 Census (US) Davies, Samuel W, Head (Age: 38) Shenandoah, Schi

7 !

E 8 4 1920 Census (US) Davis, Samuel W, Head [Age: 58] Shamokin, Northy

E 10 |5 1910 Census (US) Davis, Samuel , Head (Age: 48) Shamokin, Northt,

E 12 |14 1890 Directory [Population] | Davis, Samuel W. , Head 5th Ward, Shenar;

E 14 |15 1923 Death Record Davis, Samuel Winfield , Decedent (Age: 61yr 5rShamokin, Northu

E 16 |17 1380 Census (US) Davis, Samuel W, Son (Age: 19) Shamokin, Northd

E 18 |18 1370 Census (US) Davis, Samuel , (Age: 8) Shenandoah City,'j_

E 20 (23 1884 Letter [Correspondenc|Davies, Samuel ;

El 22 (3 Shopbell, Clara Gussie Davis, Clara , wife [(Age:53) b: 17 Feb 1865; m:!
E 23 |3 1900 Census (US) Davies, Clara G, Wife (Age: 35) Shenandoah, Schﬂr

E 25 |4 1920 Census (US) Davis, Clara, Wife (Age: 53) shamokin, Northi,

E 27 |5 1910 Census (US) Davis, Clara, Wife [Age: 44) Shamokin, Northif

I e = ~ RS p— B g tin - e Py I

i

et
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Tools and Options

There is a collection of utilities under Database: NewSample.clz - Clooz by Ancestral Systems LLC

the Home tab to he|p you maintain your Home Planning Repositores Sources Infarmation

Clooz database. D New Maintenance
Tools
These include a set of customization = open
i . Database
options, as well as the following Backup and
© Close Recovery

maintenance tools:

Recent Databases

« Database Backup and Recovery - List Editor
Archive your data in case you Data Overview
need to restore it in the future. Media

External File Links Location Tool

o List Editor - Edit any of the text

used to generate the automatic Options
completion suggestions list which | Tools LEDE R
appears for some text fields. el

e Media Location Tool - Identify Lh;.:ckt;r
and/or fix broken file links to l:'(.- Exit
attached media files, which hap- Leenee
pens when you copy data to a new Information
computer system.

» Data Cleanup - Reapply date field
formatting and other surname
tracking.

e Check for Updates - Find out of an updated version of Clooz is available, with
option to install it.

e License Information - Obtain information about your Clooz user license.

For links to the Clooz Help and Support Resources, click the Help button.
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Program Options

You can customize
) e

=

the behavior and

appearance of

Close

many features in

Recent Databases

Data Overview

Clooz using the

External jnks

Options

option settings. To

Toals

get to the Options
screen, click on the t
Home tab at the

top, and then click

on the Options

button.

The Options

settings use a

v400.154 - DAMy Documents\Clooz Data\N..

variety of controls
depending on the

type of selection being made:

o Textfields

» Folder Selections

» Check boxes

» Drop down list selections

S Database: NewSampleclz - Clooz by Ancestral Systems LLC

@ Planning  Repositories

Clooz 4

Sources  Information  Subjects  Reports

4 General
Maximum number of Most Recent Used files
Default data folder location
Maximum number of Activities to be tracked

Ask to confirm deletions from main lists

lication Startup

Categories can be

rtup expanded/condensed
Starting screen type
Display the Tool Bar at Startup

Use Previou:

Main screen at

Display the Group Panel ot Startup

Startup data type focus (Database Overview)

Check for Clooz software update at startup

N

Application Shutdown / Database Closing

chive Database on Database Closing

ive Database on Program Exit
Append date to archive filename (needed to retain multiple backups)
Maximum number of backup copies (per Clooz database file)

Backup folder location

N

System Environment
Proxy User ID
Proxy Password

Use Video H/W Acceleration

4 Display
Scaling factor for application window components
Theme Style
Show hot lines on main grids

Show vertical lines on main grids

Alternate ro

Show hot

ackgrounds on main grids

on Composite Views

Show vertical lines on Composite V;
Alternate row backgrounds on Composite Views
Show grid lines on Options list
Header text for User Field 1 column (Subjects)
Header text for User Field 2 column (Subjects)

4 Media Files and Viewing

Media viewer display location

Scaling factor for application window components

This setting can be used to change the size of all the components in the main Clooz window. A value of 1 s the normal setting.

Description of the selected item.

the size of 2ll window components including fonts and spacing

Primary External File: D:\My Documents\Clog...

6
D:AMy Documents\Clooz Beta Dataly
200

Previous
v
Subjects
Grid

v

Categgries can be

expanded/condensed
None
Always Up/Down

v Incrementing \
8 -

DAMy Documents\Clooz Beta Data\BackupRepositoryh

Folder Browser ="

v

Y
Default theme
v
v

v
v

v
User Field 1

User Field 2

As Last

Incrementing (click the Up or Down arrow to increment the value)
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For items where a folder selection

Browse For Folder X -
needs to be made, either type in the Select a folder to use:
folder path or use the browse button to B Drior ~
display a folder browser where you can - :r::;::e,pe,ml =
select (or add) the folder to be used. == Wih;s:pm T

4 Documents
~ Clooz Beta Data
archive
Backup
BackupRepository
GEDCOM Testing Tree Media
GEDCOMs

Make Mew Folder Cancel

Items with a down arrow on the extreme Default theme =

Default theme I}
‘Win 10 Light
Win 11 Light
Light Blue
from . Dark Gray
Dark Elack
‘Win 10 Dark
Dark High Contrast

right have drop down lists to choose

General Options

Maximum number of Most Recent Used files
Maximum number of files to be held in the Most Recently Used files list. (Default: 6)
Default data folder location

Starting folder initially display when selecting a Clooz database to open or location

to create a new one.

(Default: [My Documents]\Clooz Data)
Maximum number of Activities to be tracked

The database overview feature on the Home tab page displays an Activity History

list of records you have created, edited, deleted. This value sets the maximum
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number of items saved for that list. (Default: 200)
Ask to confirm deletions from main lists

Always ask to confirm a deletion from the main lists (Subject, Information Records,

Sources, Repositories, Research). (Default: unchecked)

Application Startup Options

User designation at startup

Determines the method used to designate the Clooz user's identity. (Default:

Previous)

Use Previous Database

Always open the last used database when starting Clooz.(Default: checked)
Main screen at startup

Choose which of the main screens will be displayed at startup (Default: Subjects)
Show Help at startup after updates.

When selected, the Help screen (which includes news about the latest updates and
other important announcements) will override the normal startup screen selection
following software updates. The regular startup screen will resume on subsequent
starts of Clooz. (Default: Checked)

Starting screen type

Designates whether the grid-type display or composite view will be first displayed.
(Default: Grid)

Display the Tool Bar at Startup

The Tool Bar will be displayed on the main tabs when Clooz is started if this option is
chosen. Otherwise, click the Show Toolbar in the grid context menu (right click) to

display it.(Default: checked)
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Display the Group Panel at Startup

The Group Panel will be displayed for the grids shown on the main tabs when Clooz
is started if this option is chosen. Otherwise, click the Group Panel button or select
Show Group Panel in the grid's context menu (right click) to display the panel when

needed. (Default: unchecked)
Startup data type focus (Database Overview)

Designates which type of data will be the focus in the Database Overview panel

(Home tab) when first displayed. (Default: Subject)
Check for Clooz software update at startup

Select this option to have Clooz check whether a new version is available.

(Downloads and prompts for installation).(Default: checked)

Application Shutdown / Database Closing Options

Archive Database on Database Closing

Choose how backups are handled when a database is closed. Either skip backups
all the time, ask each time if backup should be done, or always backup the database

(if changes were made). (Default: None)
Archive Database on Program Exit

Choose how backups are handled when the program is closed. Either skip backups
all the time, ask each time if backup should be done, or always backup the database

(if changes were made). (Default: Always)
Append date to archive filename (needed to retain multiple backups)

Adds the current date and time to the filename of backup copy. This is required if
multiple backup copies are to be retained, otherwise only the latest backup is

retained.(Default: checked)
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Maximum number of backup copies (per Clooz database file)

Automatic backups on exit will start overwriting the oldest backup after this number
of backup copies exist. Set to 0 for retention of unlimited backups if date tagging is
turned on. This limit is only applied when automatic backups are generated.
(Default: 8)

Backup folder location

Folder to be used for automatic backups; Serves as default location for manual

archiving.
(Default: [Clooz Data Folder]\BackupRepository)

System Environment Options

Proxy User ID

If a proxy server is used (uncommon), provide User ID. (Default: blank)

Proxy Password

If a proxy server is used (uncommon), provide the user's Password. (Default: blank)
Use Video H/W Acceleration

Recommended to use video hardware acceleration unless internal media view is

producing errors.(Default: checked)

Display Options
Scaling factor for application window components
This setting can be used to change the size of all the components in the main Clooz

window. A value of 1 is the normal setting. Changing this will increase or decrease

the size of all window components including fonts and spacing. (Default: 1)
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Theme Style

This setting can be used to set the theme style Clooz should use when displaying all

of the program's windows.

(Default: Default theme)
Show horizontal lines on main grids

Controls whether the horizontal lines will appear on the main grids. (Default:
checked)

Show vertical lines on main grids
Controls whether the vertical lines will appear on the main grids. (Default: checked)
Alternate row backgrounds on main grids

If set true, the background colors of rows in the main grids will alternate. (Default:

unchecked)
Show horizontal lines on Composite Views

Controls whether the horizontal lines will appear on the Composite Views. (Default:
checked)

Show vertical lines on Composite Views
Controls whether the vertical lines will appear on the Options list. (Default: checked)
Alternate row backgrounds on Composite Views

If set true, the background colors of rows in the list will alternate. (Default:

unchecked)
Show grid lines on Options list

Controls whether the lines will appear on the Options list. (Default: checked)
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Header text for User Field 1 column (Subjects)

There are two additional user-definable fields for Subjects (UserField1 and
UserField2). This is the text to appear in the column header for UserField1. (Default:
User Field 1)

Header text for User Field 2 column (Subjects)

There are two additional user-definable fields for Subjects (UserField1 and
UserField2). This is the text to appear in the column header for UserField2. (Default:
User Field 2)

Media Files and Viewing Options

Media viewer display location

When opening media items with Clooz's viewer the first time in a Clooz work
session, display the viewer either internally (within Clooz Window), externally
(separate Window), or however the viewer was last used (in previous session of
Clooz). If the location is changed by the user during a work session, the new
location is maintained. Items displayed using the default Windows Viewer are

always in a separate Window. (Default: As Last)
Use Clooz image viewer

Use Clooz media viewer for image files (otherwise the Windows system default
application is used). Each media file can be individually set to use the Windows

system default viewer, overriding this general setting. (Default: checked)
Use Clooz pdf viewer

Use Clooz media viewer for pdf files (otherwise the Windows system default
application is used). Each media file can be individually set to use the Windows

system default viewer, overriding this general setting. (Default: checked)
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Use Clooz spreadsheet viewer

Use Clooz media viewer for spreadsheet files (otherwise the Windows system
default application is used). Each media file can be individually set to use the

Windows system default viewer, overriding this general setting. (Default: checked)
Use Clooz text viewer

Use Clooz media viewer for text files (otherwise the Windows system default
application is used). Each media file can be individually set to use the Windows

system default viewer, overriding this general setting. (Default: checked)
Default root media folder

This directory location represents your preferred root directory for where media
items will be stored. It can be overridden when saving media files. (Default: [Clooz
Data Folder]\Media)

Date Processing Options

Treat ambiguous dates as U.S. order (mm/dd/yyyy)

Determines whether ambiguous dates (e.g., 5/10/1900) are treated as mm/dd or
dd/mm. (Default: checked)

Show month in all CAPS

Month names (or abbreviations) are displayed in all upper case letters. (Default:

unchecked)

Month name format

Are months to be displayed with full or abbreviated names? (Default: abbreviated)
Date modifier format

Are date modifiers to be displayed with full or abbreviated names (e.g., About or
Abt)? (Default: abbreviated)
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Date modifier case useage

Are date modifiers to be displayed in all lower case (abt), mixed case (Abt), or upper
case (ABT)? (Default: mixed)

Personal File Identifier Options

Show duplicated Personal File ID warning
Popup a warning if a Personal File ID is duplicated. (Default: unchecked)
Show missing Personal File ID warning

Popup a warning if a Personal File ID is left blank. (Default: unchecked)

Subject Data Updating Options
Auto-fill Vital events if blank

When an information record suggests a vital event (birth, death, marriage), apply it
to the Subject if the subject does not already have data for that event. (Default:
checked)

Ask to overwrite Birth event data

When an information record suggests a birth event and the Subject already has data

for that event, ask if it should be overwritten. (Default: checked)
Ask to overwrite Marriage event data

When an information record suggests a marriage event and the Subject already has

data for that event, ask if it should be overwritten. (Default: checked)
Ask to overwrite Death event data

When an information record suggests a death event and the Subject already has

data for that event, ask if it should be overwritten. (Default: checked)
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Information Record Options

Default setting for copying details

Determines whether an Information Editor will be set when opened to pre-fill details

when adding a subject based on selected subject. (Default: checked)

Source Options

Source list naming

Clooz will use the selected Source field (Actual title or User assigned label) in
dropdown and certain other lists for Source selection. For each source in the list, if
the chosen field (title or label) is blank, the other field is displayed when available.
(Default: Label)

Automatically use Quick Capture URL as Publisher URL

Clooz will copy the URL entered into the Quick Capture area as the URL of the
Publisher (Default: Yes). Otherwise, the URL fields remain totally independent.

Editor Options

Autocomplete is case sensitive

This option controls whether the auto-complete function in many edit fields uses
case sensitivity (upper and lower case) when matching the entered text with
suggested list items. When the box is checked, matches must exactly match the
case of the characters in the drop down list. Check the box if you want the ability to
have both upper and lower case versions of the same text in the list to choose from,
but you'll need to enter the correct case to match an item. Uncheck the box if you
want to be able to get the list item regardless of the case of characters you typed.
This feature does not apply to fields in templates where the first character is forced
to be upper case per the template specification (certain fields such as sex and race).

(default: unchecked)
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Toolbar Options

Type of operation (search or filter) performed when Enter key is pressed

This selection determines whether a Search or Filter operation is performed with the
existing criteria when the Enter key is pressed within the Search/Filter text field.
(Default: Search)

Import / Export Options

Cite the source for Each Census Person’'s Name (Export)

When exporting a Census Record, cite the information record's source for each
person's name (even if it differs from the actual name appearing in the Census).
Otherwise, Clooz only cites the name if it exactly matches that in the Census record.
(Default: unchecked)

Save archive (backup) of database prior to imports

Default setting for the checkbox in the Data Transfer Manager controlling whether or
not to make an archive backup of the Clooz database currently open prior to
importing data into Clooz from external sources. Can be changed in the Data

Transfer Manager prior to importing. (Default: checked)
Default setting: Include events and families for Subjects in Information Records.

When importing data from another Clooz file, if the import contains Information
Records and Subjects, include events and families. This is the default setting. Can

be overridden when performing imports. (Default: checked)
Default setting: Import cited sources when importing Information Records

When importing data from another Clooz file, if the import contains Information
Records, include the cited source. This is the default setting and can be overridden

when performing imports. (Default: checked)
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Default setting: Include repository for any sources being imported.

When importing sources from an external file, include the repository. This is the

default setting and can be overridden when performing imports. (Default: checked)
Default setting: Include digital files linked to imported records.

When information records, sources, or repositories are being imported from external
files, include existing links to any digital files. This is the default setting and can be

overridden when performing imports. (Default: checked)
Perform auto-linking of subjects when loading Data Transfer Manager.

When loading data from an external file in the Data Transfer Manager, automatically
link external people with Clooz people when matching Universal Identification

values are found. (Default: unchecked)
Media handling when exported

When exports to external programs include media files, they can be copied to a user
determined location, or left in the original location with a reference back to them
passed to the external program. If to be copied, the folder specified as the default for
media export will be used (or requested each time if left blank). (Default: By

Reference)
Default folder for exported media

Only applies when handling option for exported media is set to CopyFile. Enter the
path to the directory where Clooz should copy media files when exporting. Leave
this field blank if you want Clooz to request identification of the folder each time an
exportis run. For Legacy Family Tree, RootsMagic and Family Historian a partial
path (not specifying a disk drive) will be used as relative paths from the external

project folder. (Default: blank)
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Default target for creating new GEDCOMSs (for export)

The target external program can be specified so any special data formating or rules
are applied when creating a new GEDCOM file for export (Generic or Family Tree
Maker). This setting serves as the default choice which can be then overridden.

(Default: Generic)
Include Unique ID with Exported Persons

Some genealogy programs are setup to support unique identifiers for each person
(UID records in GEDCOM files). These permit matching of people previously
exported to those in the database if later imported back in. Clooz always exports
these for programs known to be setup to handle them (Legacy Family Tree,

RootsMagic, Ancestral Quest). It is optional for other exports.

(Defaults: Family Historian, FamilyTreeMaker, GEDCOM file (no specific target

program) all unchecked)
Allow Advanced Import/Export Options to continue with a different external file.

There are serveral Advanced Options available when importing and exporting data
(relating to handling of the Alternate ID for records in Clooz). In the situation where
Advanced Options were selected for a particular external file, when this box is
checked, the Advanced Options dialog window will appear if a different external file
is selected (allowing settings to continue or be cleared). If you do not check this box
(default), the options will be reset every time you change to a different external file

(dialog window will not appear). (Default: unchecked)
Default setting: Create Research Planning items.

During the transfer, Clooz will setup a project with objectives and search tasks
related to the people and sources being imported. This will assist you in later
extracting Information Records from these sources. It is the default setting and can

be overridden when performing imports. (Default: checked)
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Default template for titles of new research project.

When importing records, new research projects can be established. Enter the
default template for new research project titles (Can be overridden at time of import.
Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName}.

(Default: {ExternalFileName} Imports)
Default template for purpose field in new research projects.

When importing records, new research projects can be established. Enter the
default template for new research project purpose fields (Can be overridden at time
of import. Placeholder fields (actual content replaced when executing) available

here: {ExternalFileType} {ExternalFileName}.

(Default: Information analysis related to imports from {ExternalFile Type} file:

{ExternalFileName}.)
Default template for description field in new research projects.

When importing records, new research projects can be established. Enter the
default template for new research project descriptions (Can be overridden at time of
import. Placeholder fields (actual content replaced when executing) available here:
{ExternalFileType} {ExternalFileName}. (Default: blank)

Default template for comment field in new research projects.

When importing records, new research projects can be established. Enter the
default template for new research project comments (Can be overridden at time of
import. Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName}.

(Default: Auto-generated during import from {ExternalFileType} file:

{ExternalFileName}.)
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Default template for titles of new research objective.

When importing records, new research objectives can be established. Enter the
default template for new research objective titles (Can be overridden at time of
import. Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName} {SourceName}.

(Default: {SourceName} Review)
Default template for objective statements in new research objectives.

When importing records, new research objectives can be established. Enter the
default template for new research objective statements (Can be overridden at time
of import. Placeholder fields (actual content replaced when executing) available

here: {ExternalFileType} {ExternalFileName} {SourceName}.

(Default: Extract information from {SourceName} related to targeted subjects.)
Default template for comment fields in new research objectives.

When importing records, new research objectives can be established. Enter the
default template for new research objective comments (Can be overridden at time of
import. Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName} {SourceName}.

(Default: Auto-generated during import from {ExternalFileType} file:

{ExternalFileName}.)
Default template for titles of new research tasks.

When importing records, new research tasks can be established. Enter the default
template for new research task titles (Can be overridden at time of import.
Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName} {SourceName}.

(Default: {SourceName} Search.)
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Default template for description field in new research tasks.

When importing records, new research tasks can be established. Enter the default
template for new research task descriptions (Can be overridden at time of import.
Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName} {SubjectName} {SourceName}.

(Default: Search and extract information imported from {ExternalFileType} file:

{ExternalFileName}.)
Default template for comment field in new research tasks.

When importing records, new research tasks can be established. Enter the default
template for new research task comments (Can be overridden at time of import.
Placeholder fields (actual content replaced when executing) available here:

{ExternalFileType} {ExternalFileName} {SubjectName} {SourceName}.

(Default: Auto-generated during import from {ExternalFileType} file:

{ExternalFileName}.)
Default setting: Do not create objectives if source use is already documented.

When importing records, new research objectives and tasks can be established
related to a given source. When this box is checked, objectives will not be created
when the source and all subjects associated with it have already been linked to
Clooz information records. If you desire to recheck your previous research, leave
this box unchecked and new research objectives will be created. This setting can be

overridden at the time of import. (Default: True)
Default setting: Use existing research objectives associated with source.

When importing records, new research objectives and tasks can be established
related to a given source. When this box is checked, Clooz attempts to avoid
possible duplication of research objectives. If you are using a research project
already in use and there are research objectives associated with the source being

imported, any additional subjects will be added to the existing list of research targets
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instead of creating a new objective. Leave the box unchecked if you want new
objectives to be created in this import action separate from any previous research

planning items. (Default: True)
Starting folder location for GEDCOM exports.

Folder initially displayed when selecting a location to save a new GEDCOM export.
(Default: Clooz Data folder)

Optional Template Groups

Country Censuses

For each of the countries listed, the selects control whether that country's censuses
should be shown in the list of Information Record types. Changes made here will

appear the next time Clooz is started. (Default: All checked)

Default Country Names

Fields are provided to customize the preferred name to be used for various

countries.

Country Default Name
Australia Australia
Canada Canada
Denmark Denmark
France France
Germany Germany
Ireland Ireland
Norway Norway
United Kingdom UK
United States USA
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Database Backup and Recovery

The longer you use Clooz (or any of the programs supporting your family history
research), the more valuable your work will become. Clooz has built-in functions to
create backup copies of its database files and recover a database from backup
copies for use again in Clooz. Creation of the backup copy is initiated by any of the

following methods or events:

» A Clooz database file is closed (if set in program options),

» Clooz program is exited (if set in program options),

» Before a data import in the Data Transfer Manager (if check box on Data Trans-
fer Manager is set to perform archive), or

» Manually using the Database Backup and Recovery tool on the Home tab
page.

When Clooz performs a backup action, the file is compressed (zipped) to save disk
save, and placed in the folder you have designated in the program Options. The
only exception is with manual backup and recover, where a different folder location
can be specified (see Manual Backup). The number of backup copies maintained
(where oldest are replaced by most recent copies) and whether the file copies are

tagged with the date in the filename are options you can set in the program options.

When you installed Clooz, the default location for storing archived
copies of your database is the BackupRepository folder within your
Clooz Data folder. This is not necessarily the best place for saving
backup copies. Backup copies are best kept on a different physical
disk, preferably on a different computer, and ideally in a different
physical location all together (such as in the Cloud). You may
already have a computer system-wide backup service that handles
all of this. Just make sure the backup location you specify in Clooz
is included in the locations backed up by that service. Otherwise,
you might have a subscription to services such as Dropbox. If so,
placing the backup folder location within the local area on your
computer replicated by Dropbox in the cloud would provide a safe
arrangement.
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P
D Clooz does not backup any of the digital media files you might have
attached to your records in Clooz. Be sure your general backup
plan for your computer system includes those as well as all the
other files you've generated or collected as part of your family
history research.
N J

Database Backup Options

The program Options screen (Home tab page) includes a number of backup-related

options in the Application Shutdown/Database Closing category.

A TLAR DL T UL L LU AL 3L L

[ %

Application Shutdown / Database Closing

Archive Database on Database Closing None

Archive Database on Program Exit Always

Append date to archive filename (needed to retain multiple backups) ol

Maximum number of backup copies (per Clooz database file) a

Backup folder location C\My Documents'\Clooz Data\BackupRepositon®

P PSS N ——

You can have the database backup run automatically every time you close the
database (to open a different one) and/or every time you exit Clooz. In both of those
cases, you can set the automatic backup to None (no backup run), Ask (a prompt

will be shown for you to chose), or Always (backup run every time).
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Manual Database Backup

Maintenance Database Backup
Too|5 This function creates a backup (or archive) copy of the selected database file in the designated archive folder.

— Database file to be archived:

t . R

atabase CAMy DocumentsClooz Data\Sample.clz I:I
Backup and =

Recovery
Folder where archived copy will be placed:

CAMy Documents\Clooz Data\BackupRepository\,
List Editor

Perform Backup Perform Backup and Compaction

T
o make a backup copy of your database, go to the Home tab page, Tools screen,

and click the Database Backup and Recovery button and follow these steps:

1. Select the database file to be archived. (Click the browser button at the right

end of the edit box to select the file using a File selection dialog.)

2. Select the Folder where the archived copy will be placed. (Click the browser
button at the right end of the edit box to select the folder using a Folder

browser dialog.)

3. Click the Perform Backup button to execute the backup. (If the database has
undergone many additions and deletions over a lengthy period of time, use the
Perform Backup and Compaction button instead. Clooz will remove unused

space in the database and have it setup for optimal performance.)
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Database Recovery

Database Recovery

This function restores a database file previously archived to the specified location.

Archive file to be restored:

Folder where restored database will be placed:

CiMy Documents\Clooz Data

¥| Open recovered database on completion of recovery.

T
o recover a database from a backup copy, go to the Home tab page, Tools screen,

and click the Database Backup and Recovery button and follow these steps:

1. Select the database file to be restored. (Click the browser button at the right

end of the edit box to select the file using a File selection dialog.)

2. Select the Folder where the restored copy will be placed. This is typically the
folder in which you keep your working copies of Clooz databases. (Click the
browser button at the right end of the edit box to select the folder using a

Folder browser dialog.)

3. Click the Perform Recovery button to execute the recovery. The recovered

database will be opened in Clooz if the check box is checked controlling that.

List Editor

Clooz uses an suggestion function for text fields through the Clooz program which
are likely to have the same content used multiple times. An example of this would be

occupation fields. Lists are generated for such fields based on all the different
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values you have entered thus far in other occurrences of that type of field. As you
enter text in the field, if the letters entered match an entry in the list, the rest of the
word or name is filled out automatically. If you type further, the process continues
and the filled out portion may change if a different match is now applicable. All of
this is designed to save you keystrokes as you transcribe documents. However,
sometimes you may enter the wrong characters, or decide a different form of the
word is more appropriate. The trouble is the wrong form or spelling of the text keeps
coming up when you are entering text in other similar type fields. This is when the
List Editor becomes useful. You can change the text that appears in all the fields

that had used the original text.

This editor is one of = -

the Maintenance

Search parameters

Search results or All
text content for
selected field types

Tools on the Home

Limit list of field
types to a selected

<+ Show all field types

tab page. Display

Data Cleany

the Maintenance
Tools by clicking Field Type selecton
the Tools button,
then switch to the
List Editor by
clicking the List

Editor button on the

tools screen.

On the left half of the List Editor two different ways are provided in which to locate

the text you are looking to change:

» A search function for some text which could occur in any type of field, or
» Selection field type for which all text values are listed for you to choose from.

The right half of the List Editor is where the results of the search (if the search

method was used) or all text content for the selected field type.
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Searching all lists for text

To
. List Editor (Edit text values shown in autofill lists. Chang
Maintenance
Tools ®) Find all text content containing the following:
Database
Backup and Exact Starts with '@ Contains Ends with
Recovery
-OFR -
se

arch for all occurrences of a certain text content, select the radio button for finding
all text content, and enter the text you are looking for in the edit box. Select the
desired search parameter for how the match is to be determined. These matches

are not case-sensitive.

After entering the text and setting the search parameter, click the Search button to

perform the search. View the results on the right side of the editor.

Listing all text content for a certain field type

To see the complete list of text content used in a certain field type, do the following:

1. Select whether you want for choose from only those field types used in a
template (Information Record) you select, or choose from all field types used

in all of Clooz's Information Record templates.
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2. If you choose the list of field types for  ,.intenance | List Editor (Edit text values shown in autofil
a g|ven template’ CI'Ck |n the TOOlS Find all text content containing the following:
SeleCtlon bOX and then CIICk the Bi::zaas:d Exact Starts with '® Contains Ends with

Recovery
down arrow to display the list of all JOR-
. . . List text content by field type (selected below)
Information Record templates. et eter . _ -
Select from field types used in template
Select the template you are . BASTieGERE L b
Location Tool | Funeral/Burial Record =
|nterested |n Generic Document

B Generic Document (Tabular - Business/Building)
Data Cleanup g Generic Document (Tabular - Ship I}
d Generic Document (Tabular - Ship 1)

License
Information

¥
b
b
' H Generic Document (Tabular)
» p| Generic Every Member
} p Generic Head of Household
} | Generic History
' H Grave Markers and Monuments (Tabular)
Indian Census Rolls (1885-1928)
Indian Census Rolls (19258-1930)
Indian Census Rolls (1931-1840)
Interview
Irish Tithe Applotments
Irish Valuation
Map

Marriage Record -

List text content by field type (selected below)

3. Based on your prior selection, the list
Select from field types used in template

of field types will appear in the

Marriage Record

bottom portion for you to choose ® Sclect from all field types

from ’ Personal Information (Mames, General)
Birth / Marriage / Death fields

Health fields

Education fields

Ocecupation / Employment fields

4. Once you select a field type, the list

A v v v w

of all text used with that field type will
Occupation

appear on the right side of the editor. Occupation 1935
Employer's Name
Place aof employment
Industry
Work Position
Occupation Usual
Industry Usual

Employer/Employee/Own Account
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Obtaining information about field types

® Select from all feld types Farmer

You can see the number of templates
which use the selected field type in the

bottom panel of the field type list.

Click on the Display List of Templates
button to see a list of those templates in

a popup window.

Editing the text content of a list item

To edit the text for a list item, click on that item in the List of Text Content (right side

of List Editor), and do the following:

1. Ensure you are aware of all the Sewer

places your Change W|” be affeCting- 1 record uses the selected Display list of records

value. using selected item

Changes made to text in this list will
immediately affect all Information
Records already using the text value. In the bottom panel, note the number of
records using the selected value. To see a list of those records, click the

button provided.
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Farmer Occupation

2' Once you are 8 Farmer of 3007 Acres Occupation
v Farmer's Daur #" Occupation 1
sure the Change Farmer pation 1
Farmed i)s Edit Occupation ltem — O » pation :
IS approprlate! Finish Edit this Occupation text item: pation 1
Generz pation 2
CIiCk on the ed|t Helper |FarmeHs Daughter bation :
Haoistir . ] pation 1
button (penC” Home (Used in 1 record.) pation .
House pation p

. Save Cancel .

icon) on the row Housg = paton

eepir pation

of the list you had abor pation

selected.

3. Proceed to edit the text and then click Save (or cancel).

You can add a new text item to the list by clicking Collier
Engineer

the Add New ltem button at the bottom of the ’ Fa,JmE.r

editor, or from the context menu by right clicking Farmer ot 308 Adl New e
Farmer's Dal Edit Item

any of the list items. Earmer's Sor Merge
Farmer's Wil Delete

The context menu also contains commands to Finisher

General Servant

merge two list entries (if there are duplicates), or

delete an item. In the case of duplicate list items,

use the merge function. Deleting a text item from the list will leave any fields which
used that text blank.

Media Location Tool

Media files you attach to records in Clooz are not copied or embedded in the Clooz
database. Rather, Clooz tracks where the file is located on your computer. When
moving your entire Clooz database and attached media files to a new computer or
even just reorganizing files on your current computer, the links in the Clooz
database pointing to file locations become invalid. That is, the link no longer points
to the correct file location. The Media Location Tool (located in the Home tab page,

Tools area) can be used to identify and fix broken file links.
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Identifying Broken File Links

. £ Database: NewSample clz - Clooz by Ancestral Systems LLC Clooz 4
The Media
Home Planning Repositories Sources Information Subjects Reports
. [
LOCatIOn TOOI D e Maintenance Media Location Tool D Search For Missing Files
Tools Display Selection:
73 D
shows all the folder -— Sowalmeda | |4 DO
Database ® files in Clooz 4 3 My Documents
Backup and . 4 3 Clooz Data
. Sh ng fil -
locations Clooz has == . Recovery Srow missing e " © Weds
4 €3 Sample Media
Cable te children frem John Davies.docx
record of where the Recent Databases Lst Editor Children of John and Sarsh Davisasx
‘_’:_,”;:”hf“ e €23 cSamuel-Clara Davis 1910 censusjpg
= sea
fi I eS a re Wh e n a DataCverview [X] cia}mue -Clara Davis 1910 census2,jpg
. Medi A P i A AT
External File Links Tt Expand Al o Pl ot ound st this ocaton
ﬁle is m issing , a Options o a ForestDaviesWWi.jpg
ollapse John Davis Letter pdf
Data Cleanup e .
. Tools JohnDavis1860g.jng
Sma” red [[e{0]g] Always open tool in John-Sarah Davies GEC_1851jpg
Help L expanded mode John-Sarah Davis 1860 Census.jpg
icense
. John-Sarah Davis 1870 census,jpg
Infe t
appears by the T o — John-Sareh Davi 1680 census g
RlarthumberandCemeteries ndf
name. More | Pt s
Locations
. . e Files not found: 2
information can be
v4.00.154 - DMy Documents\Clooz Data\NewSample.clz  Primary External File: D:\My Documents'Clooz Beta Datal...

& A o A k. s s b Dotis ek A e

e

displayed about

any of the files by selecting the file, and then pressing the Media Info button (or

similar command in the context (right-click) menu). A form then appears to give you

more information on what the media file is linked to.

The tool provides the option to show all media files in use, or show only missing

files. Click the radio button for the display option you want.

Click the Expand All or Collapse All buttons to expand or collapse all of the folders

listed. If you want to always open the tool in expanded mode, click the check box

provided.

The list of files is generated the first time the tool is displayed. To
update the list on subsequent uses of the tool, click the Re-test File

Locations button at the bottom of the tool.

Fixing Broken File Links

There are several ways to fix broken file links:
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» Search for all missing files

» Manually locate a file

The search function finds files that have been moved. The manual
= method is required to locate files that have been renamed.

To search for missing files, do the following:

1. If you want the search to include all Media Location Tool hp S —
of the sub-folders contained within Display Selection
. . 4 3 D
the folder you designate, check the o ;o ol mecie 4+ €3 My Documents
. . . 4 £33 Clooz Data
check box provided. Otherwise, only Show missing fles + € Media
only e
. . ’ 4 €3 sample Media
the folder you designate will be Cable 1o children
Children of John
SearChed- v Llcaiii:umo dec=lin €3 cSamuel-Clar,

-
&3 cSamuel-Clar,
emersonDavis\W

2. Click on the Search For Missing Files

button.

3. Select the folder to search from the | Browse For Folder s
. |
folder browser window. If the Include ! Select the folder where Clooz should look for your media files:

subfolders check box was selected,

. . I Desktop
the search will continue through all of » 32 Dropbox

> @ OneDrive - Personal
> Richard Thomas
~ [l This PC

> @ Desktop

> & Documents

its sub-folders.

~ Clooz Data
BackupRepository
> Media
» £ Downloads
> ) Music
P4 Pictures
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4 DN
4 My Documents

4. Clooz performs the search, and
4 Clooz Data

4 Nedia
updated 4 Sample Media

Cable to children from John Davies.docx

display the results. The list is s

5x
in Search Results X
o 2 missing media files were found and updated.
oK

John-Sarah Davis 1860 Census,jpg
To perform a manual search, do the following:

* Select the missing file in the list.

* Click the Manually Locate File button, or =
. . A Manually Locate File
select Browse to File Location from the o

context menu (right-click missing file in list).
* Locate the correct file in the file selection dialog and then click OK.

If you determine that the missing file is lost entirely, you can remove it from the
database by selecting it in the list and click the Remove Media button (or similar

command in the context menu)
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Data Cleanup

There are several data cleanup

functions you can use:

* Regenerate the Other Surnames
value for all Subjects. This field is
maintained by Clooz, based on all
of the different surnames and
spellings in the Information
Record details (the actual
surname found in the source

document).

Maintenance
Tools

Database
Backup and
Recovery

List Editor

Media
Location Tool

Data Cleanup

Data Cleanup Tools

Regenerate Other Surnames value for all
Subjects

Reformat vital event dates for all Subjects

Reformat event dates for all events in
Information Records

Apply all selected update actions

* Reformat event dates in the Subject records, and/or in Information Record

events. This is useful if you change the date formatting options and want the

new format rules to be applied to events.

To perform functions, check the boxes for the desired actions and then click the

button to apply the actions.

License Information

Use the License Information tool to
obtain your current Clooz serial number

and status.

To apply a new serial number (such as
replacing a trial serial number with a
purchased one), enter the number in

the box and click Apply.

Maintenance License Information

Tools

Your Clooz serial number:  C30541154721486TR22 =3

Operating Status: Your license supports all Clooz releases through version 4.x

New Serial Number:
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Help Resources

Links to this
support web site
are provided within
the Clooz program.
The Help button
under the Home
tab will display a
screen with links to
various support

areas, as well as

Database: Sampl

Home | Planning

0 -
>

— Open
-

Close

Recent Databases
Data Overview
External File Links
Options

Tools

Help

l € Eat

- Clooz by Ancestral Systems LLC

Repositories  Sources Information  Subjects  Reports

Help/Support Resources

Clooz Support Resources Home Page

Getting Started Help Topics
Videos

Tutorials

Update History

Clooz Self-Senvice Support Tz

Email support@clooz.com

Changes 30-Dec-22 X | Changes

Recent News

X | Changes 14-Dec-22 X

Release 4.0.0.175 - 27 December 2022

New in this release:

+ A URL field has been added to the Quick Capture area of Source records. This can b
URL fields each support auto-completion based on previous entries. A button appe:
browser. URL's are not stable since web site's are changed all the time. So only dep:
set of source citation information.

In the Data Transfer Manager, the grid on the right side listing data from Clooz can n
including the two user definable fields and the Alternate ID field.

The bulk edit function which can be found in the context menus for the main screen
redone. When the function is used with Subjects, you can now copy values from an
external type IDs) o one of the 3 user definable fields. Warnings of overwriting valt
may be overwritten before proceeding.

+ An option was added to the program options list to select the way auto-complete ec
This setting controls whether the match has to be case sensitive (exact match of upg
want the ability to have both upper and lower case versions of the same text in the
to match an item. Uncheck the box if you want to be able to get the list item regard|
not apply to fields in templates where the first character is forced to be upper case |
race).

Fixes in this release:

+ Fixed issue during version 3 to 4 data conversions when photos or maps still had 3 Ii

+ Fixed issue when double-clicking mouse on the Event panel of the Information Reco

display of the latest news about Clooz for users to be aware of.
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B
Backup (database) 281

Cc
Cloning (duplicating) records 75
Composite View 54-55
Converting data records 79
Custom Options 264
Customizing column displays 68

D

Data Display 49
Data Exchange 157
Connection with external files 161
Data Transfer Manager 158, 168
Direct export to Excel 257
Exporting Data 157, 181, 186
Import/Export Options 274
Importing Data 157, 172
Record Exporter 158, 186
Synchronizing with external records 164

Data Organization 3
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Database 39
Backup and Recovery 281
Creating/New 41
Moving to a new computer 47
Opening 21, 42
Upgrading 44
Deleting Records 73
Display Format
Composite View 54-55
Customizing Column Display 68
Grid Format 54
Grouping Records 67
Main Screen 22, 49
Main Data Area 53
Navigation Panel 23, 52
Status Bar 53
Tabs 50
Toolbar 53
Search and Filtering Records 62

Sorting Records 62

Editing Records 81

Adding new records 71
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Bulk editing 77
Date editor 87
Deleting records 73
Editing existing records 72
Rating editor 86
Text editing 82

Events 6-7

Examples of using Clooz 14

Excel (exporting to) 257

F
Families 6-7
Filtering Records 62

G
Grid Style View 54
Grouping Records 67

H

Help resources (online) 294

Information Records 3-4
Cloning (duplicating) 75
Content Types 25

Converting record types 79
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Editing 27, 109

Options 272-273
Media attachments 29, 89, 126
Merging records 73
Navigating the displays 60
Templates 24, 81

Favorites 61

Form Style 27

License Information 293

List Editor 284

Media Attachments 39, 89
Finding missing media files 289
Media Location Tool 289
Media Viewer 29, 91
Image Files 93
Pdf Files 102
Spreadsheet Files 107
Text Files 106

Merging Data Records 73

Options 264

-298 -



Index

Program Options 264
Country name options 280
Date Processing Options 271
Display Options 268
Editor Options 273
General Options 265
Import/Export Options 274
Information Record Options 273
Media Files and Viewing Options 270
Personal File ID options 272
Shutdown Options 267
Source Options 273
Startup Options 266
Subject Data Updating Options 272
System Environment Options 268
Template Group Options 280
Toolbar Options 274

Project 9, 148

Rating Fields 86
Reports

Exporting direct to Excel 257
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Generation 197

Types 198

Viewing 208
Repositories 8

Editing 137

Media attachments 89
Research Objectives 9, 150
Research Planning 147

Objectives 9, 150

Projects 9, 148

Tasks 10, 153

Research Tasks 10, 153

Searching Records 62
Sorting Records 62
Sources 7
Data Content 8
Editing 139
Media attachements 89
Merging source records 73
Types 8
Subjects 4, 143

Artifacts 5, 144
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Businesses 5, 144
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Options 272
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Support 36

Terminology 11
Tips for using Clooz 33
Tools
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