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Several points to remember as you start your journey of recording your 
family stories: 
 
 
1. Always remember to back up each time you update any information 

in the system.   Make sure the back up is to an external drive – either 
a flash drive or a hard drive.  This way if your computer crashes, you 
will not lose any information.  If you keep data stored in the cloud, 
you should still backup to an external drive as a redundant safety 
measure. 
 

2. When scanning images or documents for storage in the Family 
Stories database, be sure that the DPI (dots per inch) is set at its 
highest rating for best results. 
 

3. If you plan on sharing all or part of your database with others – they 
must also have this database program.  The files will not open in 
other database systems. 

 



User Guide 

Getting Started 
 
Once the database has been 
downloaded, this will be the 
first view, once opened, before 
getting started inputting 
images and information. 
 
To get started with your first 
image, click the “plus”        
button in the bottom right 
corner. 

Inserting Images  
 
There are two ways to input 
images into the database: 
 
1. Click on the left side 

where the text reads 
“Click Here” and file 
manager will open.  Chose 
the image you wish to add 
and click open on the file 
manager window.  The 
image will automatically 
display. – See next page 
for sample. 
 

2. Open file manager and 
find the image you wish to 
input. Click on the image 
and drag it to where the 
program text reads “Just 
Drop It.”  The image will 
automatically display. 



Adding Information 
– Title 
 
Once a photo or PDF document 
has been inserted, it is time to 
start adding information about 
the image/PDF.   
 
The first thing that should be 
considered is how a person will 
title the document.  And this 
protocol should be carried out 
throughout for all images and 
documents.  In this case, I have 
chosen to use the sir name of 
the primary characters in the 
image here – in this case 
“Rome” 

Adding a person’s 
Name 
 

To add a person’s name, which 
will be used in the search 
function, start typing the name 
in the box under “Persons” – 
another box will drop down 
like you see for Sarah.  Click on 
this name and it will be added 
to the list.  
 

Remember these names are 
used in the search function for 
images and documents.  Be 
sure to add: first name, last 
name and full name for each 
individual – Make sure spelling 
is correct. 
 
There is an “X” beside the 
name once it is chosen, you 
can delete the name if you like. 
 



Adding a Date 
 
You can see that the date box 
uses the U.S. date format of 
Month (2 digits), Day (2 
digits), and year (4 digits). 
 
If a person does not know the 
date, this is not required.  If 
no date is entered, when a 
person opens the image for a 
large view, the date will not 
show.  If only the year is 
known, the month and day 
are not necessary. 
 
If a date is inserted here, the 
image can be searched by 
year. 

Adding Place 
 
Adding a place is about 
adding where the image was 
taken, normally the city, state 
and country. 
 
When adding information 
here, the insert box works the 
same as inputting names, a 
separate box opens, as shown 
in the image to the right.  In 
the future if a person starts to 
enter the same place, the box 
will drop down and can be 
clicked to automatically enter 
that place.  No need to keep 
typing. 



Adding Keywords 
 
Adding keywords works the 
same as adding person 
names or place.  If the word 
has been used before, it will 
show up in a box.  If not, 
complete the word and then 
click on it in the new box. 
 
Add as many keywords as 
possible to this box.  These 
will be part of the search 
function also.  More 
information may make it 
easier to find the image a 
person is looking for. 

Once a person is satisfied, click save.  Once saved, 
click the back button to start adding more images. 

Adding Description 
 
This is where a person gets to 
tell the story behind the 
image. This is an unlimited 
textbox so a person can write 
lots of information here.  
More information the better 
– someone in the future will 
be wondering – what 
happened this day? 
 
This information is not part of 
the search function.  If there 
are any additional words a 
person would like to have 
available for the search, 
return at this time or in the 
future and add them to the 
keywords list. 
 



Loaded Pictures 
 
Once pictures have been 
loaded, this is what a person 
will see.  Notice the scroll bar 
to the right to view additional 
photos, or use the scroll 
wheel on a mouse. 
 
Clicking on an individual 
image will open that image to 
the right.  The information 
about the photo will also be 
available. 

Viewing a Single 
Image 
 
In this view, a person can 
review quickly the image and 
the information that was 
added about the image.  
However, no editing can take 
place here. 
 
By clicking on the View Large 
button in the bottom right 
corner, the image will open 
up large with all the 
information available, 
including the ability to edit. 
 



Editing Information 
 
If there is a particular image 
that is of interest, click on the 
image to make it full screen. 
 
Here, a person is able to edit 
the image information.  This is 
useful as a person may learn 
more about the event. 
 
This is also the most useful 
view for sharing with others 
and discussing family history. 
 
Clicking the back button will 
return to the thumbnails of all 
the images. 

Search for Images 
 
In the top left corner is the 
“search” bar.  Here a person 
can search by anything that 
was used for the names of 
people in the photo or any 
word that was inserted as a 
keyword. 
 
Once the results are shown, 
click on the image you want 
to see and it will open at the 
right side of the screen.  Click 
on “View Large” and the 
image is full screen.  Here a 
person can edit the image or 
just reminisce for a bit. 



Search and Edit 
 
Just like before when an 
image was chosen from the 
full database, editing can take 
place here after a search for a 
particular image. 
 
Once editing or reminiscing is 
done, click on the back button 
to return to the search 
results. 
 
Then click back again to 
return to all the images, or 
click the “X” beside the search 
keyword that was used. 

Download Search 
Results 
 

Once the search results are 
shown in the window and 
these are the images you 
choose to download - click 
the down arrow in the upper 
right hand corner of the 
screen.  You will see the 
prompt to either cancel the 
operation, or choose export 
location.  By choosing the 
export location, you will see 
the computer file manager 
window open.  At this point, 
rename the file and save to 
the hard drive of the 
computer or an external 
drive. This will only copy the 
files – this process will not 
delete any images. 
 

This function is useful for 
sharing specific images with 
other people who have this 
image database. 



Back-up or share 
whole database 
 
The database should be 
backed up each time 
information has been edited 
or updated or new images 
have been imported. 
 
When a person is at the 
beginning a full backup of the 
database is possible.   
 
As with downloading the 
search results, click on the 
down arrow in the upper right 
corner of the screen.  This will 
produce the prompt shown at 
the right.  By clicking on 
“choose export location” the 
file manager will open and 
allow for renaming the file 
and allow to choose the 
location.  All information – 
images, dates, names, 
description , etc. will be 
downloaded 
 
This will only copy the files – 
this process will not delete 
any images. 
 
Anyone with this database 
program can upload the file if 
sharing is the goal. 



Importing Image 
files 
 
This function is for sharing 
files with family members or 
friends.  Once a file has been 
downloaded, either a search 
file or a whole database, that 
file can be shared and opened 
with others who have the 
program. 
 
Click the up arrow in the 
upper right corner of the 
screen.  The prompt to the 
right will appear.  Click select 
file and the file manager will 
open.  Choose the file to open 
and click Import.  All the 
images and information about 
the images will be imported 
to the database. 




