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Introduction 
You can document your research in a family tree and you can link photographed images and 
index entries to your tree. You can create 10 trees and if your subscription ends, your family tree 
remains. You can log in and look at the tree but not add or change details. You can also export a 
GEDCOM file or choose to delete your family tree. 

Get Started 
In order to create a family tree, you must have a subscription with ArkivDigital. 
Click on the blue bottom Family tree at the top left in the program or click on the square at the 
bottom left in the program. 
 

 
 

 
 
You can drag from the upper right corner of the family tree window and make it so large that it 
fits your screen. You can also view both the family tree and records at the same time. 
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Begin to build a family tree 
The starting point gives you two options: Add a person manually or import a GEDCOM file from 
another family tree program.  We will discuss how to import a GEDCOM later but now we will 
describe how to add a family tree manually. By clicking on Add a person, a form will open asking 
you to fill in a name and other information. 
 
You can find the user guide, Guide: Family Tree, under the Help menu. 
 

 
 

The first time you open the family tree you may want to begin by entering your 
information. 

Add main person 
The first person you enter will be the main person in the family tree. This is the person 
that the tree centers around. You can change the main person to another person that you 
have added, but often in the first step you are the main person. If you want to change the 
main person, go to the Settings icon. 
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Person Card 
Here you enter the basic information for the main person, first and last name and other 
information.  
 
An asterisk (*) after a first name states that it is a given name. You can also enter in the birth date 
and place along with the parish. As you enter the parish name, you will get suggestions in a drop-
down list.  If you select one of these versus typing in the parish name, you will be linked to the 
database and in the future will be able to connect this with maps and other documents. If you 
wish, you can also add a picture of the person (maximum size 2 Mb). Do not forget to click on 
Create Person. 
 

 
 
The first person has now been added. You can write the information you know in the Person 
card to the right. 
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GEDCOM Import 
If you choose to import a GEDCOM file instead, you do not have to enter all the data 
manually. Although GEDCOM is a format supported by most genealogy programs, it 
only applies to the basic information. Every program has its special features and not all 
may be imported in the manner that you are used to and the data might be interpreted 
differently. 
 
First you must export your family tree from your current family tree program to a GEDCOM file. 
The method will vary dependent upon the family tree software. Look in the software’s program 
manual. At export, try to select UTF-8 as the character set so that way the letters, å ä ö, are 
correct. Once you have saved the GEDCOM file on your computer, it can be imported into 
ArkivDigital. 
 

• Click on Import a Family Tree in the starting view of the Family tree. 
• Select the GEDCOM file you wish to import. 
• Choose the person you wish to be the Main person in your family tree. 
• Click on the name and import. 
• When the import is complete, you will get an email and you can continue. 
• The page is automatically updated when the GEDCOM file is imported. 

Dependent on the load and size of the file, it may take a while to load. 
 

 
 

GEDCOM import file from another genealogy program 
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Example of what one can see after a GEDCOM import 
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Genealogy view 
In the family tree, there are in principle two different parts, a genealogy view (which 
consists of pedigree view /descendant view and family view) along with a person card to 
the right. If you wish, you can close down the left most panel in order to make the family 
tree larger. 
 
Pedigree View 

 
Pedigree view where the person is shown together with 3 generations of ancestors. 

 
You can increase and reduce the size and move round the family tree in order to see 
actual sections better. 
 

 
 

Genealogy view zoomed in to a certain part of the tree. 
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In the pedigree view, you can add a new person by clicking + Add father or + Add 
mother. In this view you only add direct ancestors to the main person. When you click on 
a person, that becomes the new focus persons. 
 
Family view  

 
Family view, where you see information about the nearest family. Focus person, mother 
and father, spouse and children. 
 
In the family view as in the pedigree view add direct ancestors (mother and father). This 
is the view that will most likely work with. Here, in addition to mother and father, you 
can add a spouse for the main person and children to these. 
 
Descendant view 

 
Descendant view, where you see all descendants (children, grandchildren, etc.) to the 
selected person. 
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Print 
You can print out these genealogy views (Family view and Pedigree view) with the help 
of the Print button which you find to the right among the icons. 
 

 

Person card 
Out to the right, you will find the main person’s information, the person card. Here you 
can upload an image and also change the sex of the person by clicking on the symbol. 
 

 
 

Main person’s information / Person card 
 

There are three different tabs with different contents. Events, Relations and Notes. 
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Events 
 

 
 

Add a new event 
 
An event is something that has happened in a person’s life, that can be a birth, baptism, 
moving in and out, residence, death, burial. Etc. There are a number of predefined events 
and all can be linked to a date, place, description and a reference source. 
 
When a new event is added, you can connect the source to an image or register entry in 
ArkivDigital or to another source. 
 
If you click on the Sort button, you can change the order of the events. Normally, they are 
sorted chronologically. Don’t forget to save if you change the sort and want to keep a 
new order. 
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Relations 

 
 

In the relations tab, you can also change to another person in the family tree. 
 
Under the relations tab, all relations are listed (parents, spouse and children) that are 
connected to the focus person. 
Notes 

 
 

In the notes tab, you can write for example a life description of a person. 
 
You can set “tags” on these notes. That you shall research more about this or that this is a 
biography. 
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Search for an entered person 
 
In order to quickly find a person, you can search for a person or show all entered persons. 
To do this, you click on the magnifying glass in the upper left. 
 

 
 

The search function enables you to quickly find the right person in the family tree. You 
can search for a name or set the list to be sorted by last name or first name 

alphabetically both forwards and backwards. 
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Personal file 
You can find the personal file via the three dots on the main person’s information on the 
person card. 
 

 
 

The personal file which is appropriate for printing. 

Quick navigation buttons 

 
Quick navigation icons 

 
In the lower left and right, you will find icons where you can change for example the 
genealogy overview (Pedigree view, Descendant view, Family view). You can zoom in 
and zoom out as well as go to the main person. The back arrow goes to the previous focus 
person. 
 
  



16 
 

Settings 
You will find settings at the bottom of the icons on the right. 
 

 
Settings 

Export - Manage exports of your GEDCOM file 
You can export your entire family tree to a GEDCOM file. You can then import this file 
to another genealogy program if you want to use it. 
 
Sources – Manage your sources. 
Here you can see all the sources that have come with your GEDCOM-import or if you 
have created your own sources when you created the family tree. More about sources will 
come later. 
 
Set main person 
If you want to change the main person in the family tree, do a new search for a person 
and when you confirmed the choice, the new person appears as the main person and the 
noting of the ancestors and descendants is updated for the new person. 
 
Delete tree – Delete the entire family tree including all data 
If you wish to delete your family tree in ArkivDigital, you can delete it entirely. 
NOTE! Keep in mind that all your entered information both concerning persons, there 
relations, events, sources and texts disappear and cannot be recreated. 
 
Create a person 
With the help of this button, you can create a new unconnected person to the family tree. 
  



17 
 

Controls 

 
 
The Controls button lets you check the information you have entered to see if you have 
made any errors. Currently, there are only two controls: age when a child was born and 
ages of the deceased. 
Reports 
With Reports, you can get some statistics and different information connected to places. 
 

 
 

Statistics of men and women showing the average lifespan. 
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More possibilities … (three dots) 
On the person card, you will find three dots and behind them you will find some exciting 
tools. 
 

 
 
We have already looked at the personal file. Depending upon the family connections, you 
can remove a person from a connection or remove the person entirely. However, be 
aware if you delete it, all the information about that person will be lost. 

Search in register 
Having the family tree integrated with ArkivDigital’s images and index allow you to use 
it to the full and get good functionality. 

 
 
Erik Eriksson born on the 19th of February 1859 in Rödön is the Focus person. You can 
with only a button search for him in some of the indexes in ArkivDigital. I select to 
search in BiS (Population of Sweden 1840-1947) and the program submits the search 
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terms directly, I receive 16 hits and most of these are direct entrances to the Eric Eriksson 
I am interested in. If I want to change the search parameters, I can do that also. 

Fill in the family tree 
We have now looked at the basic views and functions for the family tree. But the best and 
most fun is to add new persons and families that you find in your research. We have 
integrated and made it easy to connect together persons in the tree with the sources where 
they exist. Just with a few pushes of the button, it is easy to search for and add new 
persons in the tree.  
 
In the example below, we have not entered all the information about Erik’s children.  We 
have however searched for him and found 16 entrances to the household records for him. 
With a little help to fill in the information there is an easy way to add the desired. 
information. In this example, we select a household record so that we can find 
information about his children. We select the volume for the years 1888-1899. 
 

 
 
You much check to verify that the information in the index record agrees with the 
original church book. If you find something that does not agree, send in a correction for 
the index record. The index record should mirror what is in the document. 
 
If you now wish some help to fill in the family tree, you can use Maria Kristina who is a 
daughter of Erik Eriksson.  Up among the icons, you will find an icon Add to family 
tree. Click on it and the program remembers the information about Maria Kristina. 
 
Go to the family tree and click on which position to Erik Eriksson that you want to 
connect Maria Kristina. In this case, it is his child, so click on the routine Add child Now 
the program helps filling in the information that comes from the index post. Do not forget 
Create Person and of course you can change if needed. 
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Sources 
As a genealogist, you always hear that you must record your sources. Partly because, you 
can go back and check your work and partly so that you know where you have been and 
looked at previously. In the past you were forced either to enter much text by hand or 
press different keyboard combinations. Now, it is much easier. 
 

 
The index record that we just added also fills in the source automatically, both a link to 
the index record and a link to the original page in the household book. 
 
The program "remembers" which image and / or index record you last viewed. You can 
also add a new Event and then select for example. Residence. You select From/To and 
enter 1888 to 1889 along with the place and parish. 
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Entering the years and place for a Residence-note. 

 
In the bottom of this window, you find one, two or three buttons. How many are visible is 
dependent on how you have used ArkivDigital just before.  
 
Add to source event  Import source from picture Import source from register post. 
 
You press the latter two if you want the program to help you fill in the information 
directly from the last opened image or the last displayed index record. 

 
The first button Add to source event, you will use if you want to add a source from 
another web site, book or oral story. If you want to edit the source, you do it under the 
settings button. If you then at a future time want to open the source again you only click 
on the link to the image and the actual page opens. 
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Create several family trees 
You can create up to 10 different trees with your subscription. This way you can divide 
up your research for example if you want to help a friend or neighbor to research. 
 

 
 
You do this by clicking on the button for settings down to the right and then you select 
Create new family tree. Create a name for the new tree and when you have created it 
you will come to the first page where you can enter a main person or import a GEDCOM 
file. 
 

Install a new version of ArkivDigital and family tree 
 
When we have made an improvement, corrected some error or added new functions, we 
will put out an update. You can see if there is an update if at the top of the web browser’s 
window, there is a yellow list background that states that there is a new version of 
ArkivDigital. Click on the green button Reload in order to install the new version. 
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More help 
This was a short overview of the different functions in ArkivDigital’s new family tree. 
 
If you have questions or comments, you can contact our customer service at 
kundtjanst@arkivdigital.se 
 
We will announce any changes or enhancements to the family tree in our blog:  
http://blog.arkivdigital.net/ 
 
Below are two blogs describing enhancements: 
 

1. Share your family tree - http://blog.arkivdigital.net/share-your-family-tree/ 
2. Fan chart view - http://blog.arkivdigital.net/new-fan-chart-view/ 

 
You can view instructional videos in Swedish at ArkivDigital’s YouTube channel. 
https://www.youtube.com/user/ArkivDigital/featured 
 
  

mailto:kundtjanst@arkivdigital.se
http://blog.arkivdigital.net/
http://blog.arkivdigital.net/share-your-family-tree/
http://blog.arkivdigital.net/new-fan-chart-view/
https://www.youtube.com/user/ArkivDigital/featured
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Tool descriptions and other tips 

 

 
Begin family tree 

Per Anders* A * (asterisk) at the end of a name denotes a 
given name 

Ctrl +/- or Ctrl scroll wheel on the mouse One can change the size of contents on the 
web window. With today’s large screens, 
often the basic setting 100% is tool large. Test 
it by reducing it to 67% or 75%. The text 
becomes smaller, but at the same time there 
is much more space on the screen. 

 

You can choose whether you wish to display 
the help text for the icons. 
 
 
Navigate backward, to the previous focus 
person. 
 
Navigate forward, to the next focus person 
when you page backwards/forward. 
 
 
 
Set the main person (often yourself) to the 
focus person. 
 
 
Enlarge the family tree. 
 
 
Reduce the family tree 
 
 
Display family tree as ancestor view (Focus 
person and 4 generations) 
 
 
Display family tree as descendant view 
(Focus person and 4 generations) 
 
 
Display family tree as family view (Focus 
person, 
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You can choose to display the icon help text. 
 
 
 
 
 
Print what you see on the screen. 
 
 
 
Reports, for example, entered places. Search 
or sort. Various types of statistics. 
 
 
You can set up different controls: for example, 
ages persons marry, die or are born. 
 
Create a new unconnected person to the tree. 
 
 
Export GEDCOM-file. Manage sources. 
Change the main person on the tree. Delete 
the entire tree. Note! Everything disappears. 

 
A red blood drop shows a person who is an 
ancestor to main person in tree. 

 
A green drop shows a person who is a 
descendant to main person in tree. 

 
Shows that person is included in family and 
becomes the new focus person. 

 
Mark the person as the new focus person 

 

 

The sort button in the events allows you to 
change the order of events notices either by 
dragging and dropping or moving them up 
and down with the buttons. 

 

In the tab, Notes, you can tag notes with color 
marks. Blue means that it is the person’s 
biography and yellow is for “to do” noting that 
you can return and follow-up on something 
you began. 

 

The three dots in the left-hand corner of the 
person card hides some choices. You can 
search in the register and thereafter select the 
register or index you wish to search in. You 
can create a person file. You can delete a 
person or disconnect a person from a 
selected position.  
When you connect a new person, you can 
search to verify if the person is already 
entered.  
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When an index record shows this icon, 
one can click on the button and a new 
person is placed in the family tree. The 
index record is filled in automatically. 

 

For an event, you can add a source 
manually. 

 

For an event, you can import the source 
from the last viewed image. The source 
information to the actual page will be 
automatically filled in. 

 

For an event, you can import the source 
from the last viewed index record. The 
source information from the index record 
is filled in automatically. 

 
The magnifying glass up in the left allows 
you to search for entered persons in the 
tree. You can also sort by first name and 
last name, either backwards or forward 
alphabetically.  
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