
 

HOW TO USE THE PRINT AND M ICROTEXT CATALOGS  

OF THE GENEALOGY CENTER AT ALLEN COUNTY PUBLIC L IBRARY  

 

ñPrintò materials include books and periodicals (journals, magazines, newsletters, etc.). ñMicrotextò 

materials include microfilm (in rolls) and microfiche (in flat sheets). There are some tips we can give 

you on how to best use these two catalogs for your genealogy research at The Genealogy Center at 

the Allen County Public Library. 

 

1. You may begin searching for print materials on The Genealogy Center home page. 

 

2. Look at the right side of the screen for the box containing the words ñSearch the ACPL 

Catalog.ò 

 

 
 

3. When you click in this box, those words will disappear, and you may enter your search. You 

may search for materials that are based on a place or locality (a state or county, for example), 

or you may search for a family name or names. Leave a space between words and do not use 

punctuation. Capitalization does not matter when searching the online catalog. 
  



Example: Letôs say you want to know if we have any books on birth records in Paulding County, 

Ohio. One way to search for such records is to include the following words in the search box 

 

paulding county ohio birth 

 

Then click on the Search button (or on the orange button to the right of the search box if you are 

already in the catalog).  

 

You will retrieve the results below. 

 

 
 

 

  



 

You will notice the display on the left of the screen that looks like random words in a floating field. 

We have found that these suggested words are not generally helpful to most genealogy researchers, so 

we recommend that you hide this feature to make the display less confusing (just click on ñHideò). 

 

 
 
 
 

Now the screen will look like this: 
 

 
  



Some older catalog records used only abbreviations for state names, or for commonly-used words 

like ñcountyò or ñsaint.ò A list of these older state abbreviations is provided below. In general, you 

will have more helpful results using the spelled-out words than by using these abbreviations, but a 

few older books may require the abbreviated form. To pick up the maximum number of hits, use 

separate searches containing both the completely spelled-out names and the abbreviations. Our 

catalog will automatically search for plurals, so of you enter ñbirthò it will also locate records 

containing the word ñbirths.ò 

 

Here is another example. If you want to see Huron County, Ontario, marriage records, you can type 

the following new search words into the white box at the top of the results screen: 

 

huron county ontario marriage 

 

Five results are returned. But if you also search these words: 

 

huron county ont marriage 

 

six results are found, because we have one older title whose record did not contain the spelled-out 

word ñOntario.ò 

 

STATE ABBREVIATIONS  

 
Alaska   Kentucky (Ky.)   North Dakota (N.D.) 

Alabama  (Ala.)   Louisiana (La.)  Ohio 

Arkansas (Ark.)   Maine (Me.)   Oklahoma (Okla.) 

Arizona (Ariz.)   Maryland (Md.)   Oregon (Ore.) 

California (Calif.)  Massachusetts (Mass.)  Pennsylvania (Pa.) 

Colorado (Colo.)   Michigan (Mich.)  Rhode Island (R.I.) 

Connecticut (Conn.)  Minnesota (Minn.) South Carolina (S.C.) 

Delaware (Del.)   Mississippi (Miss.)  South Dakota (S.D.) 

Dist.of Columbia (D.C.)  Missouri (Mo.)   Tennessee (Tenn.) 

Florida (Fla. )  Montana (Mont.)   Texas (Tex.) 

Georgia (Ga.)   Nebraska (Neb.)   Utah  

Hawaii   Nevada (Nev.)   Vermont (Vt.) 

Idaho    New Hampshire (N.H.)  Virginia (Va.) 

Illinois (Ill.)   New Jersey (N.J.)  Washington (Wash.) 

Indiana (Ind.)   New Mexico (N.M.)  West Virginia (W.Va.) 

Iowa    New York (N.Y.)  Wisconsin (Wis.) 

Kansas (Kan.)   North Carolina (N.C.)  Wyoming (Wyo.) 
 

 

If you want to see all types of records for a locality, simply search for the locality itself, whether 

city, county, state, or province. 

 

  



Other key words that you may wish to use to limit your locality searches include (but are not 

limited to) the following: 

 

birth 

cemetery 

census 

death 

deed 

genealogy 

geographical 

guide 

heraldic 

history 

land 

list 

map 

marriage 

military 

mortuary  

names 

naturalization 

newspaper 

obituary 

passenger 

pension 

plat 

probate 

research 

school 

sepulchral 

monument 

tax 

tombstone 

visitation 

will  

 

 

Using the Refine column on the right side of the screen, you can pinpoint specific authors, topics, or 

dates. This is really beneficial when searching for collateral family names, as weôll see below. 

 

8. To search for family histories, simply search the surname and the word ñfamily.ò This search 

usually produces the maximum number of hits, as the catalog automatically searches subjects, titles 

and other record content all at once. Sometimes, this is enough if a surname is fairly unique. But 

suppose you have a very common surname; how do you narrow down the results? 

 

For example: 

 

A search for ñJenkins familyò yields 253 records: 

 

 
 

 

But if I know a related family surname is Williams, then I can look for that subject, too, as seen 

above. 


