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Introduction to Indexing 

 

 The clip above from the Indexing website is right on.  Indexing is simple and it is easy to 

get started.   However, excellence in indexing requires a little more effort.  Covering the basic 

essentials of indexing in a four page handout is unrealistic. However, there are excellent online 

training materials that do the job very well and they range from 6 pages to a comprehensive 

125 page manual.   Today’s class will focus less on getting started and more on the principles 

that will make you an excellent indexer.   

 Here is the internet address so you can view available training materials and if you like print 

them: 

https://familysearch.org/volunteer/indexing 

Enter the above address into your browser, bring up the page, scroll to the bottom of the page 

and click on “MORE HELP AND TRAINING”.  This link takes you to an Indexing Resource Guide.  

In the “Indexers” section of references are links to tutorials, a user guide and basic guidelines.  

You simply click on the link and the document is shown. 

A new and very good resource can be found at this address: 

http://broadcast.lds.org/eLearning/fhd/Product/en/handouts/FamilySearch_Indexing_Getting_Started.pdf 

This 31 page document; “Quick Start to Family Search Indexing” is well illustrated and will 

answer most indexing questions. 

Download and Install the FamilySearch Indexing Tool 

Before you index your first batch, you need to download and install the FamilySearch indexing 

tool. 

To download and install the indexing tool, do the following: 

Note: The download and installation process will vary slightly depending on your Web browser 

and operating system. 

https://familysearch.org/volunteer/indexing
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1. In the address bar of your Web browser, type “www.familysearch.org”. 

2. Click Indexing. 

3. Click Learn more. 

4. Click Download the software. 

5. Click Save to save the file to your hard drive. 

6. Click Run to install the software. 

7. When asked, select your preferred language. 

8. Follow the prompts to complete the installation. 

9. Double-click the FamilySearch indexing icon on your desktop to begin indexing. 

Signing In 

You sign in each time you begin an indexing session. 

1. On your desktop, click the FamilySearch indexing icon. 

2. Enter your username and password. 

 

3. Click OK 

You are ready to download a batch and begin indexing. 

After starting the indexing application you will see the following in the bottom right corner of 

the screen: 
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Clicking on any of the links above will get you more information and help. 

After downloading a batch you have access to Field Helps, Project Instructions and other 

information you need to know.  See Below: 

 

Clicking on the Field help tab gives you context sensitive information as to how to index any 

field you are working on.  Clicking on Project Instructions gives you access to instructions 

specific to the particular project on which you are working as well as any project updates issued 

after general instructions were written.  Reviewing updates periodically is essential.  Some 

information may be added after indexers have been working on a project for a while. 

 

Basic Indexing Guidelines 
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Type what you see. There may be exceptions, but they will be explained in Field Helps and 

Project Instructions.  Resist the urge to correct a name or other item.  Never expand 

abbreviations unless you are instructed to and never on people’s names. 

Handling difficult handwriting.  More help is shown in the handouts referenced on page 1. 

Entering corrected or crossed out information.  If information is corrected, enter the 

correct information.  If information is crossed out and not corrected and replaced and you can 

read the information, enter it.  If the information is unreadable mark the field as unreadable by 

pressing Ctrl+U. 

Punctuation is not indexed unless it is a part of a person’s name such as a hyphen -, or 

apostrophe ‘. 

Abbreviations:  If a person’s name is abbreviated always type the abbreviation as shown 

such as Wm or Thos even though you are sure you know what the abbreviation means. 

Place-Names:  Each project will provide specific instructions on how to type place-names.  

Generally, type only the name of the place (for example, type London not “city of London”.  

Depending on the project you may be asked to expand abbreviations or only to type exactly as 

shown.  It is very important to review specific project instructions and the field helps to make 

the right decision. 

There are more basic guidelines, Please review and know them to be the best indexer you can 

be. 

Notes: 

 

 

 

 

 

 


