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                              Ancestry.com  @  The Belleville Library 
 

 
To access this Lesson Plan on-line, open up the library website www.bellevillelibrary.com  and 
click on the tab that reads Adults .  Scroll down and click on the link that says FREE COMPUTER 
LESSONS.  Click on the link that reads Ancestry.com  
 
Purpose:  
This class is aimed at helping our patrons use Ancestry.com Library Edition .  Specifically we 
look at how to find historical records and how to save and/or print our findings.  I will summarize the 
best way to get results, using both the website’s own Search Tips  and from my own experience 
using this website. 
 
Preparation:  
Before you start using Ancestry.com , you should have started your research at home.   
While you don’t necessarily need to have your own computer, having one would certainly make 
your research much easier.  
If you don’t already have Computer Software for your genealogical research I recommend going to 
FamilySearch.org  (an official website of the Church of Jesus Christ of Latter-day Saints) which not 
only has many great tips on how to go about beginning your research, it also offers a free PAF 
(personal ancestral file) Family History Software  that you can download for personal use.  This 
software will enable you to keep your research organized on the computer.  
 
Starting your research  
The beginner genealogist should always start at home.  It is generally recommended to start with 
the generations closest to yourself, and work backwards.  Document everything and everyone you 
know.  Then ask relatives for all their information and try to fill in as many of the gaps that you can.  
The information you will want: 

-names (full) 
-family connections 
-dates of important events: birth, marriage, death, burial etc. 
-ancestral villages, occupations etc. 

Don’t overlook any sources available to you: family bibles, funeral/baptismal programs, obituaries, 
wedding announcements, family registers… 
 

*Always record your sources.  Whether your sources are people, newspapers, or from official 
government records or the like, you should always record where you find your information. 
 
Ready to begin  
Once you have begun to record your family tree, you should know which “direction” you want to 
take in your research at the library.  When you are ready to use Ancestry.com , you will want to 
have specific people in mind to look up.  Ancestry.com  can help you fill in missing information on 
people you have already documented, and find the names of people you have not yet discovered. 
 
@ The library  
While the library subscribes to several web sites that you can access from home, (through the 
library website) you can only log onto Ancestry.com  on location here at the library.  It is available 
on all of our “public use” computers.  Most of these computers are on the first floor and you must 
sign in using the reservation computer also located on the first floor (anyone in Reader’s Advisory 
can show you how to do that).  You can reserve these computers for either 15 minutes or 1 hour, 
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however you can only reserve these computers once per day.  Anyone from out of town may also 
request a “guest pass” to use these computers for free - if they present proper i.d. 
 
There are also computers on the second floor which are specifically for research and for doing 
word processing – try these ones first!   (We do not take reservations so they get used on a first 
come/first serve basis, and we try to oversee that they are used fairly).  There is no time limit 
unless there are others waiting to use them, in which case we would ask the patron to limit his or 
her research to 1 hour. 
 
 The Ancestry.com  icon is found on our “information grid”.  On most of our computers you can 
open this page simply by clicking the Internet Explorer icon.  You will not need a password. 
 

                                                                                 
               
 
Another useful link on this page is our “Genealogy link ” which lists many helpful websites: both 
local and international.  

 

Searching:  
 

Ancestry.com  collects its information from more than 6000 databases: 

Census & Voter Lists    Directories & Member Lists  

Birth, Marriage & Death    Maps, Atlases & Gazetteers 

Military      Pictures  

Immigration & Emigration    Reference Materials & Finding Aids  

Family Trees     Court, Land, Wills & Financial  

Newspapers & Periodicals    Stories, Memories & Histories  
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When you open Ancestry.com, you are automatically set up to enter information into a search 
engine that looks specifically for Historical Records .  By changing the tab on that page you can 
change your search to Stories & Publications  or Photos & Maps .  MOST often you will want to 
search through “Historical Records”.  Whenever you want to do a new search, click on the Search  
tab at the top of the page. 

 

Entering your information on this screen is very straightforward: using your mouse, click in the box 
where you will enter your information.  Use the Tab button to navigate through the screen (from 
box to box), or use your mouse each time to click in the boxes.  Click on Search  (or press the 
Enter  button) and wait for the results. 

Ancestry.com  brings up the best possible matches for your entry:  For example, a search for “Bill 
Smith” might return “William Smith”, “Wm Smith”, “Bill Smyth” or “B. Smith”.  An exact name match 
is the closest match, and therefore the most relevant, followed by common variants, misspellings, 
and nicknames. 

It is recommended that you type in as much information as possible.  The more search criteria the 
search engine has to match against, the more likely it will pull the best matches to the top of your 
results list.  If you are not sure about an exact date, you could take an educated guess.  If you 
know middle names or places of birth/death you should enter them as well. 

In my experience, it is sometimes worthwhile to browse through the various results – even those, 
which you know, are not  the specific person you were aiming for, as family members will probably 
emerge.  
 

 

***Don’t forget that you can go to more pages of results by pressing on the “Next ” link.  Or you can 
show more results per page by using the dropdown window:  Your options are for 10, 20 or 50 
results per page. 
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Exact matches only  

You can also choose to return, “Exact matches only ” by clicking in that box on the search page.  
By doing this, you will receive matches that exactly match all of the search terms you enter.  Using 
this method, it is best to start with only one or two broad search criteria (i.e. a surname and a 
location).  If you still get too many results you can add more criteria to narrow your search.  If you 
get too few results you can drop one or more of your search criteria.   

When working with “Exact matches only” you can use Wildcard  searching: Wildcards are special 
symbols that are used to represent some number of unknown letters in a word.  This works when 
dealing with names with alternate spellings: 

The asterisk “*” represents zero to six characters (i.e. a search for “john” might return “john, 
johnson, johnsen, johnathon, johns” etc.)  Any use of the asterisk requires at least the first 
three letters of a name. 

A single character is represented by a question mark “?” (i.e. “Sm?th” equals both “Smith” 
and “Smyth”. 
 

Stars  

Another way to limit your results with Ancestry.com  is by changing the star system  using the 
drop-down menu.  “All matches” will give the least accurate results (and therefore more numerous 
results) and “only 5 stars” will give exact matches only.  You have a choice of 5 different “star” 
levels of accuracy. 

                    

Searching Specific Databases:  

When you go to the Search page (click on the tab at the top which says Search ), you can get an 
idea of how many different databases are available for your research.  By choosing a country 
and/or region – you can narrow your search to specific databases by clicking on the one 
(database) you want.   

Another way of narrowing your search is by hovering the cursor over the search tab: a drop-down 
menu will appear giving you the choices of: ”Census & Voter Lists”, “Births, Marriage & Deaths”, 
“Military”,  “Immigration & Emigration”, “Newspapers & Periodicals” or “Card Catalogue”.  Each of 
these categories can be further narrowed to the specific database (i.e.: “Births, Marriage & Deaths” 
can be further limited to “Ontario, Canada Deaths, 1869-1934”). 
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Ancestry World Tree  

Another database available on the Ancestry.com  website is the “Ancestry World Tree”.  When you 
have a Personal Ancestry File – in GEDCOM format you can upload your information onto this 
database so that anyone who is researching the same people as you – can access your tree, and 
also can contact you (through email) about sharing information.  Even if your own tree is not on this 
database, this is a fun site to search through and you can contact people who are on the site.   

The World Tree contains nearly 400 million names in family trees which have been submitted by 
Ancestry.com  users!  Just think of the possibilities!   

To access the World Tree, click on the Search  tab at the top and then scroll down to the bottom on 
the right and click on the link called Ancestry World Tree. 

                             
On this page you can once again vary the amount 
of information you submit depending on the 
number of hits you get.   

·  When typing your information into the boxes, 
you should note that you do not need to use 
upper case letters.   

·  You should not  use commas or periods (after 
abbreviations for example). 

·  Ancestry.com  makes the disclaimer that the 
GEDCOM files that are voluntarily submitted 
by Ancestry users onto this site cannot  be 
guaranteed as to their completeness or 
accuracy of information.  As well, they cannot 
prevent the duplication of data. 



 6 

As an example: by merely submitting the first and last names of my GGrandfather into the tree I 
have found 17 matches on this site – 3 of which happen to correspond to my relative.  

 
 

Of the 3 matches, one corresponds to my own tree, and the other two belong to two separate 
people who are researching some of the same people as me.  One of these people contacted me 
about a year ago and we have shared information (she is from Canada).  The other is someone I 
can now contact to see if he would like to “share” more information with me.  This has proven to be 
a wonderful tool for me and I have made many connections simply by uploading my tree onto this 
site. 

Making Prints  

All of the public access computers at the library are connected to printers which will give you good 
quality (black and white) prints for $.25/page.   

When using Ancestry.com  there will be many opportunities to make prints, and there are a few 
guidelines you should follow. 

When you find a page that you are interested in printing, you have several options.  One option is 
to print the summary – in which case you should go to the  “View printer-friendly” link and print that 
off.  You can also “view the original image” and print that view. 
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***No matter what kind of document you are printing we suggest you always  go to the “Print 
Preview”  option in the file menu before you print so you can see not only what the print will look 
like but also how many pages you will be printing.  Quite often the second page is not worth 
printing. 

 

On occasion when you choose to “view original image”, you will see the following screen: 
 

   

                                        You can click on the first “click here ” link to be able to view the page. 

Sometimes when you try to print an “original image”, the following helpful instructions pop up: 

This image is large and may take some time to download. 
 
To print  this image:  (These instructions will not print)  
1. Select Page Setup from the File menu on your browser 
2. Change the print orientation to landscape 
3. Change the margins to .5 for all of left, top, right and bottom 
4. Print the page by selecting print from the file menu. 
 
To save a copy of this image to your computer: 
1. Click on the image with your right mouse button (control-click on Macintosh) 
2. Select "Save Picture As" ("Download Image to Disk" on Macintosh) 
3. Select a name and location for this image on your computer 
4. Click "Save" 

 

When you print an “original image”, you will often find the document is very hard to read because 
the writing is so small.  One way to enlarge the image is to save the document to the desktop  
where you can then manipulate the size and zoom in before you print.   

To do this, follow the above instructions (to save the document), then minimize your open window 
and find the saved image on the desktop.  Your image will open in Microsoft Office Picture 
Manager .  One of the options at the top of the screen will be to “edit pictures ”. 
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Choosing the Crop  option will allow you to get rid of the outside edges of the image. 

***After you have finished printing, we ask that you delete  all downloaded document off the 
desktop! 

While it is nice to have a copy of the original document, the “printer friendly” view is also easy to 
work from.  Plus on many of the forms, like on the following census record, the rest of the 
Household Members  are listed as links – which means you can navigate through this household 
very easily! 
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Charts and Forms  

Ancestry.com offers you various blank forms which you can print and use.  To access them just 
click on the tab called Charts and Forms  at the top of the page.  They also have the various 
(blank) census forms from the UK, the US and from Canada. 

 

 

On closing…  

Please don’t hesitate to ask for help when you are doing your genealogical research in the library.  
We will do what we can to answer your questions. 

My advice when it comes to learning about Ancestry.com  is to explore: Leave yourself time to 
investigate the resources on the site.  And don’t forget to have fun! 

Books Available @ your Library  

·  The Official Guide to Ancestry.com  George G. Morgan  025.069291 Mor 


