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1. Ancestry.com is ONLY available at HCPL branches.
2. HeritageQuest is available both at HCPL branches and also from home.
3. Login to public PC. Choose Internet. Click Start.  OR http://www.hcpl.net/  

4. Hover over the word Databases (at top just under the word Library).
5. Click Subject List. Click on Genealogy.  

CENSUS

[Note: Ancestry.com easier to search. HeritageQuest better to see & print the census page itself.]
Ancestry.com (in-house only HCPL subscription database)
Note: Three tabs are available to individual paid subscriptions which are NOT included in the library’s sub: Family Trees, Collaborate, & Store. 

1940 Census
Note: As of August 7, 2012, Ancestry.com had completed all 50 states & the District of Columbia so you may search by name. You may search the 1940 Census at Ancestry.com for free until 12/29/2013 at midnight, Eastern Time. After that, you would have to have your own paid subscription at home or search at the library.
Searching the 1940 Census

1. Enter first name, last name, where lived, and click search.
2. You can click View Image on initial results screen, if desired.

3. Or hover over an initial result. Now you get the Preview popup.

4. This has name, whether that person is the one who answered the questions or not, age, estimated birth year, gender, race, birthplace, marital status, relation to head of house, home city in 1940, street, house number, whether farm or not, inferred residence in 1935, whether same house in 1935 or not, citizenship status, sheet number, number of household in order of visitation, value of home, attended school or college, highest grade completed, weeks worked in 1939, and clickable names of the persons residing at the house (with ages). 
5. Now click See More. This takes you to the Ancestry record for that person. 
6. Click View Original Image. (Same as View Image on initial results screen.)
7. Starting in 1940, two listings per sheet were asked supplementary questions: birthplace of mother & father, mother tongue (language spoken as young child), whether person is a veteran or widow/child of veteran, questions about Social Security, about the person’s usual occupation & industry, and if a woman age at first marriage, & number of children. 
Interactive Viewer for Census Pages

8. Highlight households: Person searched for has yellow line. Family members show in adjacent green lines.
9. Click Tools in the far upper righthand corner. Click Invert Colors to get black background with white writing (negative image).
10. Enlarge a line by repeatedly clicking on it. Note slider at right (like maps).
11. But you don’t really need to enlarge anything because as soon as you put your cursor in a field, it tells you not only what is in that field but also what the question had been. This is called Text Tips.
12. With Text Tips, you no longer need to be able to read cursive handwriting. Anywhere you point the cursor, the information is displayed as printed words.
13. If you do enlarge and look at a particular portion of the page, the names of the listed persons are given just to the left of the field you are looking at.
14. You can now use the mouse to click & drag the image, as needed. You may also use the keyboard Up, Down, Left, and Right arrows. In addition, you can use the mousewheel to zoom in or zoom out. 
Census records are protected for 72 years. 1940 Census was released April 2, 2012. Will be in both Ancestry.com & HeritageQuest (date unknown).
Printing from the Census
15. Click the print icon at the far right, very top of the screen.
16. Choose either Print Entire Image or Print Zoomed View.
17. Print Zoomed View is recommended.
18. Click Preferences and change to landscape orientation.
Blank Forms for each Census

19. View and/or print a blank copy of the census form for that year.  When you are viewing a census record, click View Blank Form.  The blank form will show the column headings for that sheet. 
20. You can print a blank copy of the census form at any time, even on the home page screen of Ancestry.com.  Click Charts and Forms (near top of screen). 
Saving from the Census

21. You will need to save to your own USB flash drive.

Shortcut Keys

22. Keyboard commands:  n for New Search, r for Refine Search, p for Preview Current Record, > (no shift key) for Highlight next record, < (no shift key) for Highlight previous record

23. Cannot use while entering data. Use when looking at search results.
Alternate Names
24. If you find an error in the Census, send corroborating information to Ancestry.com. 
25. They will then keep the name they had but will add your correction in brackets.

View Others on Page

26. The census taker literally went door to door down the street. Others on same street could be best friends with your ancestor or even more relatives.

27. Click View Others on Page either in Preview or on the actual printed record.
Searching by other family members (spouse or child)
28. You can search by spouse, sibling, child, mother, father, etc.
29. Can also search by events such as arrival, departure, military, etc. 

Wildcard Searches

30. Use asterisk to replace up to 3 characters. 

31. Use question mark to replace a single character. Can use on either last name or first name (or both). Works in both Exact and Ranked searches. 

Advanced Search

32. On the Ancestry.com home page, click Show Advanced.
33. Click Use Default Settings to see other choices such as phonetic matches, names with similar meanings or spellings, records where only initials are recorded.
Searching for Parents’ Names for your relative

34. Search for a person then click on a census (e.g. 1930 Census entry).

35. If you are lucky, the parent(s) names will be included in transcribed data.

36. This happens (normally) when the person you searched for is a child living at home in this census year. Click on the father’s name (oldest male name).

37. Look to the right to see if there are any Suggested Records. Click on the oldest Census (and hope you’ll hit another child entry).

Family Trees

38. Do a search. You will see Census hits at top. Look in left column just above Shortcut Keys for Family Trees. 

39. Family Trees had NEVER been part of the library subscription before. I think you can see some results but not add to it. 

Browsing One Census by Location (Geographic Area)
40. Scroll down home page and click on U.S. Census Collection.
41. Scroll down again and click on desired year.

42. Look at Browse area at right.
43. Use the pulldown menu to select State, County, Townships, & Enumeration District.
HeritageQuest
[NOTE: HeritageQuest still has a partial 1930 Census AND a 

               partial 1940 Census.]

1. Search (by name) or browse (by place) the Census.

Basic Search
2. Two ways to search:  Basic Search and Advanced Search.
3. Basic search allows one to search by name, census year, & state.  
4. Enter surname & given name, select census year and state, then click Search. (Name must be head of household only. Starting in 1930, this is the one person in charge of the family unit, e.g. the father. Check Search Tips (and click learn more) for who was indexed as Head of Household for earlier Census years.)
5. Click on Expand by County.  Then click desired county.

6. Click on desired surname (last name) to see entry.
7. These Censuses were all handwritten by federal Census takers. Original census pages are too wide to fit the screen and so need a horizontal scroll bar.

8. Transcribed elements: Name, State, County, Location, Age, Sex, Race, Birth State, Series #, Microfilm Roll #, Page #
9. Ancestry.com also has transcribed elements. Sometimes the full record and sometimes only name, home in 1930, age, gender, estimated birth year, birthplace state, marital status, relation to head of household, spouse’s name, race, mother’s birthplace, father’s birthplace, and household members (each name is a link to that person’s record) with ages. 
10. Additional Census Data: Relation, Citizenship, Education, Occupation, and Mother Tongue (both mother and father)

11. View as either a positive or negative image. Enlarge to 400%. (Default is 200%.)

12. All printing is positive.  (Can only view negative image on screen.)

13. Click Print to see the transcribed data plus the entire page, very small.

14. To print a specific line from the Census using Adobe Acrobat Reader 8
a. Click DOWNLOAD.   Click VIEW as PDF. 
b. Put cursor between the minus sign & the plus sign and right-click.

c. In the menu, look towards the bottom and click Snapshot Tool.

d. Now you should see the Snapshot Tool (icon is a camera) on the toolbar. Click it.

e. The cursor now has turned into crosshairs.
f. Use the crosshairs to make a rectangular box of dotted lines around the desired Census line(s). Be sure to go all across the Census page (to the right.) Immediately when you let go, the area inside the rectangle turns blue.
g. Now you see a dialog box which says: The selected area has been copied. Click OK.
h. Click the printer icon.
i. Click Selected Graphic (if not already checked) and then click Preferences.
j. Click Landscape Printing. Click OK.

k. Look at Page Scaling. Use pulldown menu to change from Shrink to Printable Area to Fit to Printable Area.

l. Click OK to print. 

      Advanced Search

15. Click on Advanced Search tab to search several criteria at once.

16. 1830, 1840, & 1850 Census are not ready to search yet in HeritageQuest. These are available in Ancestry.com. But you have to be here at the library in person.
17. Age, sex, race, & birthplace only available starting with the 1860 Census
18. Can search ages by decade (like 11 to 20 years old). 

19. Race categories:  Black, Chinese, Indian, Japanese, Mulatto, Other, White.
20. (Ancestry.com allows more race category choices.)
21. Use Find by Page Number for series, roll, page, etc. Must fill out all 3 lines.

Browse by place
22. Browse the Census by selecting Census Year, State, County, & Location.

Learning Center (at top of every screen)

23. Various free online tutorials from beginner through intermediate to advanced from sources such as Family Search, the Library of Congress, Allen County Public Library, etc. 
For further information:

1. Klein, TX Family History Center
https://www.familysearch.org/learn/wiki/en/Klein_Texas_Family_History_Center 
2. 1960 PC User Group, Genealogical SIG [Special Interest Group] http://www.1960pcug.org/SIGs_new/genealogy_sig.htm 
3. Chaparral Genealogical Society
http://www.chaparralgensoc.org/
4. Clayton Library for Genealogical Research 

http://www.houstonlibrary.org/clayton 
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