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ChicagoAncestors.org  
Entering and Updating Your Data 
 

 
 
 
 
 
 
Thank you for your interest in ChicagoAncestors. Entering data is easy - and you’re helping 
hundreds of genealogists and history lovers around the world.  
 
This document will walk you through the data entry process, step-by-step.
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       Click on the “login” link. 
Enter your login userid and password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 Click on the “my account” link.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
     Click on “Add Places” 
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Now you’re ready to add a new point on the map. Enter the name of the place or event (i.e. 
Ressler Residence, Joe’s Grill, Eastland Disaster). Then enter an address. You must use a post-
1909 address. If you don’t know the address you can enter an intersection instead. You may 
need to refer to some of the Street Guides available on the Tools page of ChicagoAncestors. 
 

 
 
 
Highlight one of the categories from the selection box. Select whichever option you feel best 
matches the data you are entering. 
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Select as many ethnicities, denominations and structure types as apply. To select more than one 
option, press the CTRL key while you left click with your mouse. If you feel that an appropriate 
option is missing, please let us know.  
 
 
 
 

 
 
OPTIONAL - Create tags using key words you think would assist users in locating this 
information. Use a comma to separate your tags. 
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Photographs and Date information are OPTIONAL. 
 
If you want to provide a photograph for the thumbnail images, click on the Browse button to find 
the image on your computer. Then click on the Upload button.  
 
If you are entering an event, the Start Date and End Date fields can be used to indicate a specific 
day or the starting and ending dates of a range of days or years. Examples: 
 
For a single day enter “2009-09-04” in both the Start Date and End Date fields. From the 
Granularity pull down menu, select “Day”. 
 
For a range of dates, from January 1, 2009 through January 31, 2009, enter “2009-01-01” as the 
Start Date, “2009-01-31” as the End Date. Again, select a Granularity of “Day”. 
 
If entering a span of years (1865-1870), enter the starting year as “1865”, the ending year as 
“1870” and use a Granularity of “Year”.  
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The text you enter into the ”Description of place or event” field will display in the Info Box when a 
user opens a map point. Enter the information about the place or event you wish to share here. 
 
 
For example, enter this:  
 

 
 
 
 
To get this: 
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If there is a website relating to your map point, enter the name of the website in the “Website 
Title” field and the website address in the “Website URL” field. For the Newberry, the title would 
be “Newberry Library” and the URL would be http://www.newberry.org. 
 
 

 
 
The information in the “Notes” field will not be displayed online. You can enter comments about 
your entry you would like to share with the Newberry Staff. 
 
 
 

http://www.newberry.org/
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No need to be scared of Latitude and Longitude! Simply use the map controls in the upper left-
hand corner of the map to find the location you wish to mark. Click on the map. The system will fill 
in the coordinates. If you make a mistake, simply click on the map again and the coordinates will 
be updated automatically. 
 

 
 
Skip all of these fields. You can click the “Preview” button if you wish. Click “Submit” when you’re 
done entering all the information on the page. After you click on “Submit”, your new map point will 
go into a pending queue until a Newberry staff member approves it for publication. 
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Updating Your Data 
 

 
 
 
If you need to go back and edit a map point after you have created it, click on “My Places” at the 
bottom of the “My Account” page. 
 
 
 

 
 
Click on the address of the map point you wish to edit, to get a preview. 
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Click on “Edit” to see the same data entry screen you used when you created the map point. 
 
 
 
If you have any questions or need assistance, use the ”Contact” link to send us a note. 


