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What are Notes

ÂNotes can be:
ÂFactual

ÂDescriptive

ÂSpeculative

ÂInspirational

ʴNotes are always Personal 

ʴNotes are connected to an Individual

or a Marriage



Adding a Note to an Individual

Highlight a Name
1.    Click on Edit Menu, Click Notes

2.    Click on Edit Notes Icon

3. Ctrl + N (use keyboard)

4. Right Click on Name, Click Notes

5. Double Click Name, Click Notepad Icon

on Edit Screen
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Adding a Note to a Marriage
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Highlight a Marriage
1.    Click on Edit Menu, Click Notes

2.    Click on Edit Notes Icon

3.    Ctrl + N (use keyboard)

4.    Right Click on Marriage, Click Notes

5. Double Click Marriage, Click Notepad 

Icon on Edit Screen



Ways to Organize Notes

ÂAn Exclamation point  !  Before the text of  a 

note will mark it as a preferred note for printing.

ÂA Tilda  ~  before the text of  a note will mark it 

as confidential and will not print the note unless 

positively chosen as an option when printing. 



Exclamation Points and a Tilda

Exclamation

Points

Tilda



Print Reports

1. Click on File Menu

2. Click on Print Reports

3. Choose Family Group Tab or Book Tab or Individual Summary Tab

4. Check mark General notes and Marked notes (!) only, this prints only !notes

5. Check mark Confidential notes (~) and events, if  you desire to print
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Label a Note with a Tag:

1. Click on Tools Menu

2. Click on Preferences

3. Choose General Tab

4. Checkmark both Display 

Notes Selector options

5.   Click OK
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Select Notes Screen ðTag:

Select Notes Screen 

now pops up whenever 

You choose a Note!

1.  The Asterisks  show a 

Tag: in use

2.  Click on Add for New Tag

Pop up Screen 

3. Type in New Tag:, Use

capitol letters and a colon, 

you can use  a Hyphen or 

an Underscore between

words.

4.  Click OK
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Tag: Notes



Print a list of  Tag: Notes

1. Click on File Menu

2. Click on Print Reports

3. Choose Custom Tab

4. Type in Title of  Report

5. Click on Select 
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Select Filter/Focus

Relationship Filter
1. Click on Down arrow to 

choose Family

2. Click on Select ðnew pop up 

screen appears

3. Choose Family option 

4. Click OK
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Select Filter/Focus cont.

Field Filter
1. Click on Define

2. Choose Notes in 

Possible Fields

3. Click on Right arrow

- new pop up screen

4. Type in TO-DO:

5. Click on OK - filter

6. Click on OK

1.

2.

3. 4.
5.

6.



Report Layout

1. Click on Fields

2. Choose columns wanted from Possible Fields and Click on right arrow

3. Choose Notes and 4.  Click on right arrow ðnew pop up screen appears

4. Click on down arrow and choose TO-DO:

5. Click OK  and 7. Click OK
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Preview Report

1. Click on preview

2. Click on Zoom In ðtwice

3. Text of  Notes does not fit 

4. Close Report to fix

5. Click on Fields
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Modify Column

1. Highlight Column

2. Click on Column 

Options - new 

pop up screen 

3. Type in larger width

for Column

4. Click OK

5. Click OK
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Second Preview

1. Wider Column on 2nd Line

2. Full text of  note

3. Click on Print if  satisfied
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Notes Are Wonderful

ÂNotes help Family History come alive!

ÂNotes can be interesting and entertaining!

ÂNotes can the basis for a book about your 

family!

ÂLearn to manipulate them and have fun!


