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FSTS Tool Instructions 

Introduction  

 

The FamilySearch Technical Services Europe (FSTS) tool can be used to add fields 
and data to a previously indexed record collection. 
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Sign In 

 

1. You must sign up for an FSTS account before you can sign in. 
2. After you have an account, open FSTS and enter your username and 

password. 
3. Click Sign in. 
4. Add this page to your browser favorites or bookmark it. 

 

Select Project 

 

On the My Projects page, under Description, is the Texas Deaths, 1890-1976, Index 
Enhancement project. 

On the far right of that project listing, click Open. 

 

Select a Work Package to Index 

 

After you sign in, a list of film work packages is listed under the black bar titled 
Description. 

1. Under the word Availability, make sure Show Available is selected. 
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2. Available work packages are listed. You can scroll down to the bottom of the list. 
Choose one and click Assign me. 

 

• After you have assigned yourself projects, under Availability, you can 
select Show Assigned Only to view your assigned work packages only. 

 

3. To open the data entry window and start indexing, click Open. 
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Data Entry Window 

 

The data entry window displays: 

• The record you are indexing. 

• The entry form area that contains the new fields and the previously indexed data. 

• The records on the page (green area). Submitted records have the new fields 
populated. 

 

 

To open a record and load the image, in the green record data area (bottom of screen), 
click anywhere on the first record line. 

  

To find image adjustments including ruler, 

magnification, and contrast icons, click here. 

Enter or edit data in the Entry 

form (Edit) area. 

Records in the work package. 

Selected record is highlighted 

in dark green. 

Previously indexed data for the selected 

record is mixed in with the new fields in the 

entry form. 
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Additional Features 

 

The data entry window also contains icons and buttons used to: 

• Submit a completed record. 

• Cancel everything you have typed in the current record. 

• Toggle between full screen display and the display within the browser (default 
view). 

• View project notes. 

  

 

 

 

 

 

Project notes Full screen toggle 

Submit the record Cancel and remove the data 

you’ve entered for the record 

To zoom, scroll in and out 

Numbered to help keep track 

of where you are in the list 
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To submit a completed work package, click the work package title (upper left screen), 
then click Mark work package completed. 

 

 

Start Indexing 

 

Choose a record in the green area at the bottom of the screen. In the following example, 
1 record has been indexed and submitted and shows the new data (red highlight). The 
remaining records have not been indexed.  

When you click anywhere in a record row, it is highlighted in dark green, the record 
displays in the image area, and the previously indexed data and the new entry fields in 
the entry form are ready for data to be entered. 

 

 

Tips: 

• To enter data, place your cursor in the data box and type the correct information 
from the image. 

• To change data that is already in the data box, place your cursor in the box and 
delete or edit as needed. To move the cursor, use the arrow keys or mouse. 

• To move to the next field, press Tab  

• To go back a field, press Shift+Tab. 

• To enlarge the image or change the contrast, use the adjustment bar. 

• To move the image in the image window, use any of the standard methods. 

• To see all of the fields and data boxes, use the scroll bar in the entry form. 
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Submit a Record 

 

When you have entered and checked all of the data for the fields listed in the data entry 
area for the record you are working on, click Submit. 

In a few seconds, the submitted record with completed data will be displayed in the 
records area (green area at the bottom of the window). 

The next record is displayed and ready to index. 

 

Tip: If you discover a mistake in the data after you have submitted a record, click 
anywhere on the record row (in the green area). The image will be displayed again with 
the data in the entry form. Make the correction and click Submit again. The record will 
be updated. 

 

Mark the Work Package Complete  

 

When you have entered and checked all the data for every record in the work package, 
mark the work package complete. 

Click the work package title in upper left screen, and then click Mark work package 
completed. 

 

 

The work package will be submitted for review. You will be able to immediately select 
another work package. 

 

Unassign Yourself from a Work Package or Return the Work Package 

 

1. Do not sign out. 
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2. Click the work package title, and then click Return to work packages list. 

3. If you do not wish to continue with a work package assigned to you, click 
Unassign me. 

 

The work package is unlocked and is available for others to continue work on. When 
you are ready to index again, you can choose the same work package if it is available or 
choose any other work package that is listed on the My Projects dashboard. 

 

Stop Indexing and Keep the Work Package and Data 
 

The data you enter is saved when you submit a record. To keep the work package 
assigned to you so you can come back later, click Return to work packages list, then 
click Sign out. When you sign in again, go to My Projects page and you’ll see the work 
package assigned to you. Click Open. The work package will open with the next record 
to be indexed displayed. 

 

Important: A work package will remain assigned to you for 1 week. At the end of a 
week, it will be unassigned from you to make it available for others to work on. The data 
you have entered will be saved. 

 

Get started: Register for an FSTS account. 

 

Contacts 
• Jean Bavender, Jean.Bavender@familysearch.org 

https://tinyurl.com/TexasDeathRegistrationForm
mailto:Jean.Bavender@familysearch.org

