Tips on preparing the documents for your Mayflower Society application
Rule 1 – If I cannot read it, I cannot use it. If I need a magnifying glass to read it, I cannot use it. Out of
focus documents are not acceptable. Use high quality acid free paper, not cheap copy paper. If your
printer cannot produce documents that are legible, try taking the electronic files to a place like Office
Max or Staples to see if their fancy copiers can make a good print. If not, please email the file to me and
let me print a good copy on my laser printer.
Rule 2 – NO INDEX pages! The image on the right is an index page from
ancestry, but it could be from any site that has digitized documents. DO
NOT send these – they will be discarded. Instead, click on the thumbnail of
the actual record and download it. Clean it up using the steps below and
then print it to fill a letter size piece of paper.
Rule 3 – Make the image as clear and large as you can. The goal is to fill a letter size
piece of paper (or legal if your original is legal). If the text is small, include a
screenshot of the key information. The image on the left
does not fill the page – the text is small and unreadable. It is
also too light. Download a copy of the complete record,
clean it up and print it. Then print a screenshot of the part of
the image that relates to your line like the image on the right
Rule 4 ‐ Download the documents you find as jpg files so you can clean them up. Do not print them from
the website where you find them. The image always winds up too small and lots of space gets wasted
with information you do not need. You can open the images in your photo editor or you can copy and
paste them into the software. A good quality image should be about 1 MB or more in size.
Rule 5 – Use photo editing software to make the document the best you possibly can. Any photo editor
will work and will have the tools you need. The big daddy in the space is Photoshop or Photoshop
Elements. If you do not already have one of these, download a free editor such as Gimp (gimp.org) or
Irfanview (//www.irfanview.com/).
Step 1 ‐ Use your software to delete the black margins around your image. Not doing this wastes
ink/toner plus prevents you printing the image you care about full page. Use the crop tool to remove
extra margins so you can print the actual record full page. You can also straighten crooked images.
Turn this:

Into this

Step 2 – Use your software to adjust the brightness and darkness of the image. In some programs, you
can adjust the areas that are white and the areas that are black separately. In Photoshop/Elements, use
the levels adjustment to brighten the background and darken the midtones (text). In other programs,
you may just have brightness and contrast sliders.
You can take a dark image with light text like this one

and turn it into this

In Photoshop or Elements, use the levels control. Pull the
white triangle slider to the left to brighten the
background (paper) and then pull the black triangle slider
to the right to darken the text.
If your image is too light overall, you can use these same
techniques to darken the text without making the whole
image too dark.

Step 3 – if your software has a sharpening feature, try it to see if it helps make the text crisp.
Step 4 ‐ put a footnote at the bottom of the page with the website where you found the document and
the location of the event if it is not clear in the document. It can be handwritten.

DO NOT use highlighters on your
documents. The best technique is a
post‐it note with arrows. If you are
careful, you can also use a fine point
red pen to underline key names and
dates.

If you are using a phone to create an
image, make sure the document is
flat and that you are shooting straight
down. A crooked image or a folded
document is hard to read.

Old handwritten documents can
be very hard to read. A great
technique is to print a copy of the
whole document, then copy and
paste a screenshot of each key
section into a document and then
type a transcription below the
section. Your finished document
should look something like this:

If you are including photos of headstones, make sure you put the name of the
cemetery and the location on the copy you send. Here is an example. Note: Do
not send printouts of pages from FindaGrave.com. The text is not admissible,
only a legible headstone photo.

