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Editor Training 
Working Draft 

(as of 11/6/2025) 
 
An updated version of this document can be found by clicking on the MORE Icon on the Front page of 
MilesFiles, near the bottom under Editors/Contributors Notes. MilesFiles runs on a web-based software 
called The Next Generation (TNG). The screenshot below shows an Editor’s view of the basic Events block 
of an Individual Record screen. 

 

 
 

• To find a list of place names click on the  Search Icon                  

• To add Notes to an Event click on the   Notes Icon 

• To add a Source to an Event click on the  Sources Icon   
 
 
User Levels: 

• Administrators with passwords (can edit and assign editors, Contributors, etc. passwords) 
• Editors with passwords (can edit site wide or limited to specific families or branches) 
• Media Contributors with passwords (can only add media) 
• Guests with passwords (limited to seeing living people in immediate family) 
• Custom (combinations of the above) 
• Public users (no password required) can’t see information on living people, but can see “Living”  

on a chart or in a report. 
 
The Help Menus: 
When Logged in as an Editor go to anyone’s profile or record screen and click on the Edit tab which will 
show additional subtabs on the top left below the Search tab. The first one is “Help for this area” which 
serves as the TNG instruction manual. Always click on that subtab for more information when you go to 
other tabs, such as Add New, Merge, etc. for the first time.  
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ID#s: 
• Individuals “i” (Note: “i” looks a lot like the number 1 in a record number) 
• Families “F” 
• Sources “S” 
• First Families of Virginia (FFV) numbers are embedded between first and last names 

 
Adding New Individuals:  

• Search for existing names under alternative spellings before creating a new duplicate record 
• If you are adding a new person who you know is not part of an existing family or marriage, go to the 

INFO tab on the HOME screen and click on Administration at the bottom of the drop down menu 
and click on the People Tab (where you can search again for a name) and click on “Add New” and 
fill in the boxes. Click on “Help for this area” if needed. 

• Naming Issues - use “(--?--)” for unknown first and last names, use standard surnames (like Byrd, 
not Bird or Killmon, not Kilmon, etc. 

• Search on “(see” under Last Name to see list of standardized names  
• Always include a birth date (Abt., Bef., Aft., or date range, even if it a guess) 
• If there is no death date or Abt. date, use “Y” for yes so it won’t be assumed they are still living. 

• A Source  is required for every Name and every Event. If you don’t have a specific source, use 
yourself as a source. If I have not made a source for you, contact me & I’ll make one. 

• Any Notes  you want to add for each Name and each Event must be added in this location. Do 
not use the other boxes associated with sources, etc. shown as “details, etc.” 

• Once you complete the Name Box and the basic Events Box be sure to hit Save + Exit or Save + 
Stay or the information you entered will be lost. 
 

Adding new Events/Attributes to Individual Records 
• When you create a New Individual there will only be the basic Birth, Christening, Death and Burial 

events available for you to complete. 
• Once you fill in the Name Block and the basic Events Block and hit Save & Continue TNG will add 

other blocks: 
o Other Events / Attributes 
o Parents Block (more later) 
o Spouses Block (more later) 

• You can hit Save + Exit if you like and return to this record later to add more information. 
• To add Other Events / Attributes hit the Add New tab. 
• Click on the down arrow in the Event Type Box to see the 650+ custom events available. If you 

don’t see an event that fits your situation, email me and I’ll create a new one for you. 
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• Fill in the Event Date: and Event Place. Use the search icon after the Event Place to select a 
place name from the list of about 14,000 place names already in MilesFiles. If you create a new 
one, be sure to include the county name spelled out including the word county, the state name 
spelled out, ending with USA. Many of the place names in MilesFiles were not created properly 
and we are working to correct that. Using the correct place name may trigger the Event Map to 
display location ballons. 

• Do not add any information in the Detail: box. 
• You can Duplicate this event for another person by adding their ID# including the “i” before their #. Be 

sure the wording of the event fits the other person's situation. For instance, if this event is “Named in 
Mother’s Will” you should only duplicate it for their siblings who were actually named in the will. 
 

Adding Media (Photos, Documents, Headstones, Recordings, Histories, Videos) - Two options: 
• Go to the INFO tab on the HOME screen and click on Administration at the bottom of the drop-

down menu and click on the Media Tab. 
o  Click on the Add New tab, choose the type of collection, Photos, Documents, etc.  
o Choose File and navigate to a folder on your hard drive where the files are stored 
o Click on the filename and hit open 
o Allow it to create a Thumbnail Image File 
o Enter the Media Information: Title, Description, etc. 
o Leave the Tree: set to MilesFiles23 
o Click Always viewable 
o Click Save & continue 
o Add ID#s for the Media Links (either look up the ID#s preceded by “i” or use the search icon 

 to find the person’s name) and hit Add which should add the person’s name & ID# to 
the list of Existing Links below. 

o There are two more items: Image Tags and Place Taken/Created, which I have not used 
• Go to the person’s record first, hit the Edit tab, hit the Add Media option, follow the same steps 

shown above, but after Clicking on Save & continue the Media Links will already be populated. 
 
Creating New Families: 

• Always add children to an existing married couple using the Family edit screen. Do not add an 
existing father and an existing mother separately to a child, as that will create a new marriage for 
the father and mother, even if one already existed. Be sure the father and mother are both in 
MilesFiles and have been married to each other which created a Family. Find that Family box 
under Spouses/Partners at the bottom of an individual edit screen and click on the Family number, 
which opens the family edit screen and “add” or “create” New Children: using the Find or Create 
options. Use Find if the child is already in MilesFiles or Create to add a new child to this couple. 
Since TNG will not automatically sort children in birth order, use the Drag boxes to move them up 
and down the list to put them in data order. 
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• Don’t use the Birth Relationship options for traditional legal births, leave it blank. I did not have 
that option on the first 120,000 records and I want to be consistent with how to use those options. 
The options are to be used only on non-traditional or illegitimate births, like out of wedlock, 
adoptions, biological fathers found by DNA testing, etc. If you have any questions, please send me 
an email. 

 
Using Existing Sources  
Try to use existing sources as much as possible, to avoid duplicates, such as: 

• Ancestry.com 
• FamilySearch.org 
• Findagrave.com 
• Existing Accomack & Northampton County Record Books: Deeds, Wills, Orders, etc. 
• Existing Published Books 
• Existing Eastern Shore Room Archive Collections: Mark Lewis, Turman, etc. 
• Cite the main source #, such as “s802” for ancestry.com and then put the subitem, such as 1850 

census record, HH#-- for Accomack County, Virginia, USA in the Page Number Box and/or put a 
link to the source URL in the Page Number Box, which will be clickable in the Footnote. 

• The objective of creating and using sources is to enable the users to see the information the 
Editors saw when they created the Event and the accompanying Notes. 

 
Creating new Sources 

• At the HOME screen (the Front Page of MilesFiles) go to the INFO tab and click on Administration 
at the bottom of the drop-down menu and click on the Sources Tab (where you can search for an 
existing source so you don’t create a duplicate source) and click on “Add New” and fill in the 
boxes. Click on “Help for this area” if needed. 

• The Short and the Long Titles should be exactly the same 
• If the Author has an email address, include that after their name 
• The Call Number should be the same as the Source ID without the “S” 
• The Publisher should be a link to their website if it is an online source, i.e., Findagrave shows 

https://www.findagrave.com 
• Then put a link to the actual record, i.e., https://www.findagrave.com/memorial/67834632/jessey-

t.-miles in the Page Box. In the case of Findagrave use the URL to the end of the name, don’t limit it 
to only the memorial #. That way users can simply click on the person’s name in the Footnote to 
see their Findagrave record. A typical Findagrave Footnote should look like this: 
[S2259] Findagrave.com, (https://www.findagrave.com), https://www.findagrave.com/memorial/67834632/jessey-t.-miles, 2259. 
 

 
 
 
 

https://www.findagrave.com/memorial/67834632/jessey-t.-miles
https://www.findagrave.com/memorial/67834632/jessey-t.-miles
https://espl-genealogy.org/showsource.php?sourceID=S2259&tree=1
https://www.findagrave.com/memorial/67834632/jessey-t.-miles


5 
 

Editing Issues: 
• Hit Save + Exit or Save + Stay often or the information you entered will be lost. 
• Sorting the Marriages in date order (use the drag boxes to get them into date order) 
• Sorting the Children in date order (use the drag boxes to get them into date order) 

• Embed links to URLs in a Source  by copy/pasting it into the Source’s Page box 

• Embed links to URLs in a Note  by copy/pasting the URL into the Note box. 
 
Create Branches to limit Guest passwords to allow access to those in their immediate family.  
 
Style and Format Standards 

 
TNG has many options for attaching information to individuals, families, events, sources, etc., which 
affects the way it will be displayed on the various screens. I’m trying to help editors better understand 
how I prefer information to be entered into TNG so the results will be consist with my style and formant 
for almost 30 years on the first 120,000 individuals and 3,000 sources posted in MilesFiles. 
 

• Have a source for every Name & Event. If you can’t find a valid source, I will create one for you 
which you should use. Add a Note to that Event to explain the issue of not having a valid source.  

• Always enter an ABT Birth year (don’t use “circa”, use “abt”) even if it is 20 +/- years off. Leaving it 
blank creates issues when searching for a common name like John Taylor, which may give a very 
long list to struggle with. 

• If you don’t know a death date for someone who is obviously dead, enter a “Y” for yes so they will 
be shown as dead with an unknown date. Otherwise, their age will appear as “age 244 yrs” etc. 

• Consistent spelling of surnames like Kilmon, Killmon, Kilman, Killman. If you search on “(see” in 
the Last Name box, without the quotes, you see the existing list of 100+ such instances. If you 
know of other such variations in Last Names, such as Bratten vs. Broughton which need to be 
standardize, let me know as I’d like to make the changes myself.  

• Standard place names need to be in this format, i.e, Saxis, Accomack County, Virginia, USA which 
is town, county, state, USA all spelled out in full, in order to comply with the US standard 
geographic place names that in many cases enables them to be automatically recognized by our 
Event Map without the need to key in the Lat/Lon to 6 decimal places. 

• Using the cemetery place names in Findagrave.com will enable that. If you use the exact place 
name that Findagrave uses for the burial event, it should trigger the Event Map to open in most 
cases. If that doesn't appear, check the exact spelling you entered. 

• When you copy/paste the findagve.com link for a person into the page box of an Event, only copy 
from the “https to the end of the name” as shown below 
https://www.findagrave.com/memorial/67834632/jessey-t.-miles Once you start clicking on other 
items on this person’s findagrave memorial the link will get longer and longer, such as 

http://findagrave.com/
https://www.findagrave.com/memorial/67834632/jessey-t.-miles
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https://www.findagrave.com/memorial/67834632/jessey-t.-miles#view-photo=40531012 There is 
no need to copy beyond the person’s name. 

• Using the 650+ custom events, such as Wills and Census. For instance, “Will - Named in 
Husbands will.”  Using this Event implies that the person whose record you are in was named in 
their husband’s will. For census records, don’t use “Census” alone, instead use “Census head of 
household” or Census with parents” or “Census with father” or “Census with another” etc. There 
are lots of options for Wills, Census, Obituaries, Land Records, Court Records, etc. Try to find the 
Event type that fits the situation. The majority of the 650+ custom events have been edited to 
make them more understandable, and I can change the wording or create new events to fit your 
situation. If you have suggestions or questions, please Email me. 

• Go to ID#23979 for Luther B. Kelly and ID#132529 for Fenton Lee Ashby to see an example of how I 
now prefer Census records to be entered. Now that TNG provides practically unlimited space for 
each event, make a list that mirrors the actual census record. This same concept can be used for 
other events as well. 

• Since I didn’t use a Nickname field for the first 120,000 names, I don’t want to start using it now, so 
continue to embed the nickname it in the First Name field, such as William ‘Billy’ Jones. That 
keeps MilesFiles consistent, and the Nickname shows up in the name search to help identify the 
person you are looking for, without having to use the Advanced Search that allows you to search 
for Nicknames. 

 
Issues with Notes & Sources 

 
• Don’t key Notes into the Source fields “Actual Text” or “Notes” which puts it in the wrong place, as 

they are showing up in the Sources at the bottom of the screens. In several places I have found 
Event Notes in the Sources, instead of with the appropriate Events. 

• Some Notes that were associated with Marriages, should have been attached to Land records, 
such as Bought Land, etc. 

• Don’t put Notes in the Place Name field. 
• Some Notes have been associated with a marriage event or no event at all. I can’t find the Note in 

the Edit Mode to delete it. In this case I have to create a new duplicate ID record, rebuild the 
relationship structures to allow me to delete the ID record with the incorrect Note.  

• When you put a page number in a source citation, put “p.” or “page” in front of it. 
• If you put page numbers or other specific information in a source itself, it may prevent the source 

from being used with another page number from the same source. To remove a page # from an 
existing general source (so it can be put in page box when creating a citation), first add that page # 
to all the citations (footnotes) associated with this source in all the Individual ID#s were it was 
used, checking to be sure the page # shows both in the source itself & in the footnote associated 
with the source (which is the citation). Then delete the page # from the source itself. 

 
This file is stored in M.K.s Documents/TMG to GEDCOM Notes & Lists/MilesFiles Training Outline  

https://www.findagrave.com/memorial/67834632/jessey-t.-miles#view-photo=40531012

