Trainer’s Notes

    Ancestry Library Edition


a

Introduction

Allow Time 1.5 hours
Format Trainer demonstration with hands on practice. 
Please use the Word document: Example Searches with Suggested Answers within the Training Pack for this.

Agenda Content overview, Navigation overview, Ranked Search, Exact Search, Advanced Search, Search Tips, Viewing Images, Browsing, Ancestry World Tree and Message boards.

Content: What is Ancestry Library Edition?

Introduction and Content ALE within the Training Pack for this.
Homepage Overview
Mention the following aspects as a quick navigation/options overview to guide people around the homepage.

· Homepage Quick Search > search across all source types. 
· Choose Ranked or Exact > ranked is for a general search, exact is when you are more specific and certain about your information

· Advanced search > Click on Search button from the page to select Advanced Search option from ‘Search Resources box’ – more options to refine a search e.g. Specify keyword proximity and source types. 

· Demonstrate how to browse by country or by selecting dataset from here.
· Charts and forms (top tool bar) > download pdf charts and forms to help you with your research eg. Census forms per year.
· Online help (top tool bar) > Ask Ancestry, FAQ. If a question is asked frequently, it will be added – these are monitored and will change to support the user.
· Bottom of Homepage > Highlights specific content types - US census, UK census, Birth, marriage and death records etc.
DEMO 1 – Doing a ranked search form the ALE homepage
Performing a search from ALE home page means that you are doing a broad search across all the record collections. It is necessary to type in as much information as possible in order for the search engine to pull up the most appropriate records. The results list the best possible matches first in your list of search results and allocate each hit with a star ranking from 1 to 5 indicating the likelihood of a match (5 is the highest).
Information you are given: 

You know that your relative Harold Styles lived in Wales and died in 1996.

Type in the following information on the ALE Home Search page: 

First name: Harold Last name: Styles 

Born: (leave year field blank), Birth Country: Wales (leave County field blank)

Died: 1996, Death Country: Wales (leave County field blank)

Results page: 

· Click on the result for Harold Styles from Torfaen Gwent, has a 3 star rating, from the England and Wales Death Index: 1984 - 2005

· To refine your search further from the “Ranked Search Results - Historical Records” page scroll to the bottom of the list of results 

· To print the record you need to click on a search result and then click on “view printer-friendly”
DEMO 2 – Doing a ranked search & viewing images

Information you are given:

You are researching Emelie Clancy who was French but immigrated to America late 1800s, early 1900s. You want to find any records you can about her.

Click on <Home> tab from the menu options found on every page on the top
Type in the following information in the search fields:
· Enter First name: Emelie 

Enter Last name: Clancy
· Born: (leave year field blank) 

Enter Birth Country = France
· Died: (leave year field blank) 

Enter Death Country = US

· Click on the orange <search> button

From the ‘Search Results’ page:

· Select the hit from 1930 United States Federal Census listed as Englewood Cliffs, Bergen, New Jersey
· View the transcription or print. Click on “View original image” if you want to view, print or save the original document

Go back to the results page to:

· Use the records listed in the left hand box titled as “Narrow Your Search” to select a record category

· Click on the Immigrations link

· On the results list, select the hit for a Mlle E Clancy, NY Passenger Lists, Record

· Click NY passenger lists record 
· You now the option of viewing the transcription record or to view the original document which you either print or save. Please note that you can not save the transcription but only print
To view original images use the Basic Viewer for the time being. In future all public pcs will be installed with the Advanced Ancestry Image Viewer. Here are some useful TIPS to remember:
· Ancestry will prompt user to install advanced viewer, you can bypass this and select the basic viewer. It is preferable for a customer to install the advanced viewer, instructions on how to do this can be found in the Help section of ALE.

· Use the magnifying to glass to zoom in and out of the image.

· Image number refers to the page number within the census directory that you are looking at.

· ‘Prev’ and ‘Next’ arrows let you scroll forward or backwards to the next page in the census.

· ‘Print’ and ‘Save’ options give the user the opportunity to carry out either of those functions from the library.

· The ‘Share’ symbol gives users the opportunity to email a copy of the census record that they are looking at to a friend or family member. For the person receiving the email will have a link to direct them to a copy of the census record, this link is valid for 14 days and there is no cost.
DEMO 3 – Doing an exact search
Information you have been given:

You are looking for Albert Clark, son of Louisa, who lived in Middlesex, Edmonton and you know he was born in the late 1880s.

· Click on <Search> tab from the menu options found on every page on the top 
· From Search page click on “Exact matches only” radio box

Notice how the search fields “Birth” and “Death” toggle to “Lived in and Date range”

Now type in the following information that you have been given:

· First name: Albert


Last name: Clark
Select Spelling: Exact
· Select Lived in: England, 

Select County = Middlesex
· Year range: (leave year fields blank)

Search results displayed

· An exact search result displays all the datasets with the exact information you entered in the search fields and is different if you compare with the Rank search results. See Demo 1 & 2. 

· An Exact Search brings back the results already divided into categories plus the number of hits found within each dataset under the category:
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· You know he was born in late 1880’s, so click on the 1891 England Census
· Select the record Albert Clark, Edmonton, Middlesex.

· Select View Image to find his mother’s name.

· From the original image, use magnifying glass and pan down to the entries under the household of ‘Clark’ to confirm the mother’s name listed is Louisa.

Points:

· You are all advised that whenever you introduce public to Ancestry Library Edition that you use this example to demonstrate the features. 

· Avoid doing a Ranked Search because the chances are that the information you require may not be on the 1st search results page but may be on the 2nd or 3rd page etc.

· By using the “Exact Matches only” helps you to toggle search fields with the search page.

DEMO 4 – Doing an advanced search 
· Click on <Search> tab from the menu options found every page on the top 
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From Search page click on “Advanced Search” link listed under “Search Resources” box on the right 
You can either do a Ranked Search or Exact Search within the advanced screen. 

You can also use the category link to limit your search by selecting record types. 

You can also specify the proximity of your first and last name within the record. 
Information you gave been given:

You know the name you want is Ordenski, but you are not sure of the spelling. You know the family lived in Poland and they immigrated to America.
· Click on <Search> button from the menu options on the top

· From Search page click on “Advanced Search” link listed under “Search Resources” box on the right 

Type in the following information you have been given:

· First name: leave blank
 
Last name: Ord*ski 


· Birth Year: leave blank

· Birth Country = Poland
· Scroll down and click on the link “Choose which categories to search” 

· Opens a box with listing of categories

· Deselect all records if ticked

· Select Record Type = Immigration

· Click on orange <search> button

From your search results list:

· Select the New York Passenger Lists 1820 - 1957
· View the record for Ryszard Ordynski (NB different spelling of surname)
· Select View Passenger List 

· Note: As most records were handwritten and not typed

DEMO 5 – browse for record type & use of asterisk symbol *

Information: You are looking for a particular military record. The name you have is Styles and you know the first name begins Fran … 

· Click on <Search> tab from the menu options found every page on the top 
· The search page allows you browse by location or to search specific records as listed on the right hand side of the screen. 

· Go to the right hand side of the screen and under Military Collection, click into WWI Draft Registration Cards 1917 -1918.

Note: Help and information for this particular data-set is below the search box. Scroll down to find e.g. description of the source, search tips, interesting facts etc.

· Select Exact matches only
Enter following information:
· First name: Fran*  Last name: Styles 

· From results listed, note the variations that have been returned e.g. Franklin, Franklyn, Francis etc. Click on any record to view the original draft registration card.

NB. The asterisk symbol * will help you when you have the beginning of a name, but are not sure of the complete name. Use it in place of the characters you are not sure about.

DEMO 6 – browse for record type & wildcard ?

Information: You want to look in Newspapers and Periodicals for the name Franklin but you are unsure whether the surname is spelt Franklyn or Franklin.

· Click on <Search> tab from the menu options found every page on the top 
· The search page allows you browse by location or to search specific records as listed on the right hand side of the screen. 

· Go to the right hand side of the screen 
· Scroll down and select Newspapers and Periodicals.
· Wait for the “Search Newspapers & Periodical Records” search page to open
· Type in Last name: Frankl?n

NB. The wildcard symbol ? can be used to replace any single letter in the middle of a name if you are unsure of correct spelling.
DEMO 7 – browsing for datasets by country
· Go to the browsing areas by clicking on the Search tab available from the menu options given on every page.

· Scroll down the Search page

· At the bottom of the screen you will see some maps. You can narrow to a particular country or state
· From the map select UK & Ireland, and select a country e.g. Wales
· Lists all databases that are available to search on Ancestry Library Edition for Wales

· Click Sources and scroll down. This contains links to external websites or other areas of Ancestry.
· Click How To: This is great for advice on how to get the best out of each of the areas.

DEMO 8 – Browse/Search by Collection or Dataset

Finally you can search by selecting a specific collection and/or dataset and enter your search terms. Ideal to use if you know the database that you want to search within, it will give you a search box to use that is tailored to that exact collection/dataset.
Information: You are trying to find a Miss Mildred Brown, a Titanic survivor.

· To go the browsing area, Click on <Search> tab from the menu options found every page on the top 
· Scroll down and click on Immigration Records link (Right hand side)
· Scroll down to Search Individual Immigration Collections. From this list of individual collections scroll down to find dataset titled Titanic Survivors …

· Select Titanic Survivors link to open search page

· Type in First Name: Mildred and Last name: Brown
· View original record for Miss Mildred Brown – servant.

Charts and Forms

This is a useful resource area to help you carry out and record your research. You can download and print out all forms.

· Ancestral Chart. Record your research progress.

· Research Calendar. Track which record sources you have searched and when.

· Research Extract. Summarise information which can’t be photocopied or may take a while to digest, for example, deeds.

· Census Forms. Download the template of the Census forms to see the format, as some are very hard to read.

· Correspondence Record. Note who you have corresponded with, when, why and whether you have had a response.

· Family Group Sheet. Allows you to compile information concerning your ancestors as you go through your research.

· Source Summary. Create a quick reference guide to useful sources.
Ancestry Message Board

Click the blue Search tab from the Homepage (or the Advanced Search link) and look to the Browse section on the right. Under Trees and Community, the Message Board is a community of millions of family historians from all over the world who are willing to help and share their expertise and research experience. Thousands of messages are posted every day, you can view the messages, however you will not be able to post messages here.

Ancestry World Tree

Found in the same browse area, Ancestry World Tree is a service where millions of users share their family trees; you can search and download family trees but will not be able to upload your own.
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