
OCHS Surnames Indexing User Guide

The OCHS Surnames Indexing Project is based on two types of files. The indexing part is 
handled with a spreadsheet workbook with spreadsheet tabs. The source for the indexing 
is a PDF file. The workbook below shows spreadsheet tabs for 11 different one page PDF 
files. SS tab 136 would be used to index Antley-135.pdf. SS tab 136 would be use to 
index Antley-136.pdf, etc.

Rules for indexing the names:
No periods.
No commas.
No prefixes such as Rev, Dr, Mrs, Miss, Mr.
Suffixes such as Jr, Sr, III, etc are included.
Dates are entered a DD MMM YYYY such as 25 Jan 1941 or 3 Nov 1879.
Documents will usually contain multiple names to be indexed.
The Date only has to be entered for the first name indexed in the document.

Some PDF pages may have multiple items about the same event. If a subsequent item 
has the same names as the first article, don't add to to the spreadsheet. If there are 
some different names, enter those names as if they are part of the first item and date.
There is no need to repeat names that are about the same event that are on the same 
PDF page

The next page shows some examples of indexing documents:

Thanks for helping with this project.

Jim Antley
jhantley@gmail.com
980-565-7504
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