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La Grande Famille de Procida & Ischia 
-- Advanced Search Engine -- 

 

User’s Guide v8.1 – 29 July 2020 
 

 

Introduction 
 

All indexes and documents that have been computerized by our Association are available on our 
web site thanks to a database and a powerful search engine and ordering system. 
 

➢ Members of the Association, up-to-date of their annual fee, can authenticate, access the 
search engine, update their user profile, order records and follow up the status of their 
current orders. They may also publish messages or share information with the other 
members, discover their cousins and access the online shop. 
 

➢ Visitors can visualize the contents of indexes thanks to a simplified search engine and review 
by themselves the amount of work carried out by the Association since 2003.  
 

➢ The web site is provided in 4 languages (French, English, Italian and Spanish). 
 

Access and authentication  
 

 
 

Click the button  to access the advanced search web site. 
 
The web site automatically recognizes the language of your browser. Once authenticated, the language which 
you defined in your profile will be used for the web site. 
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To authenticate, please fill your 6-digit membership number and your password. 
 
When you first log in, at each renewal or whenever the Terms and Conditions of Use of the site are changed, 
you will have to accept them in order to be able to continue and access the contents and services of the 
Association's website, which is reserved for members up-to-date of their membership fee. 
 

 
 

 

Configuration of your browser 
 
We have tested the following web browsers: 
 

• Microsoft Edge 

• Microsoft Internet Explorer 

• Firefox 

• Google Chrome 
 
Important notes: 
 

➢ It may be necessary to configure your browser to not block our web site. For instance, you may add 
our web site to your trust sites. 

 
➢ If you use Google or Yahoo bar, it will also be necessary for you to configure them so that they do not 

block the normal functioning of our site. 
 

Support: 
 

➢ In case of problem with using our web site and after reviewing this guide, and if the problem persists, 
please send an email to info@procida-family.com. 

  

mailto:info@procida-family.com
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Browsing the web site 
 
The web site uses two navigation bars: 
 

➢ The horizontal navigation bar (blue bar at the top of the screen) 
➢ The vertical bar of dropdown menus 
 

The menus and the information that is displayed are defined by your personal user rights configured by the 
administrator according to your role within the Association. 
 

 
 
The horizontal bar at the top of the screen gives access to the “Help” and “Hello...” menus: 
 

 
 
The “Help” menu allows you to: 
 

 

 
➢ Download the latest version of this guide 
➢ Download the membership form 
➢ Get our full details for contacting us 
➢ Check the current version of the running web site 
 

 
Le “Terms and Conditions” menu allows you to view or download:  
 

 

 
➢ The Terms and Conditions of Use of the site  
➢ The Personal Data Protection policy  
➢ The Articles of the Association 
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The “Hello…” menu allows you to: 
 

 

 
➢ Review various information on your membership, 

your current balance for records and the number of 
records currently in your basket.  

➢ Log out and end your session. 

 
 

Menu: Search 
 

 

 
This menu offers you several ways for searching: 
 

➢ Search a record in a specific register  
➢ Search a record in a period of years  
➢ Search for an ancestor in the entire database 
➢ Display all records of a specific register  
➢ Find a record using its reference  
➢ View the whole list of registers 

 
 
Displaying the list of digitalized and indexed registers 

 
From the Search menu, you may access and display the list of registers that have 
been digitalized and that are indexed in our database. Click on the option:  

 
Next, select the location and archive of your choice to see the corresponding list of registers: 
 

   
 

The icon  in the right column indicates that the images of the register can be viewed online from our web 
site.  
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Searching 
 
The first step for searching for records in our database is to define the scope of your search: 
 

  
 

1. Select a Place among those for which the registers were available and indexed. 
 
➢ By default, only the places (towns or regions) for which you indicated having roots, are listed in the list of 

places. If this list is not correct, then please update your origins in your profile. 
 

2. Select an Archive for this place, or “All” if there is more than one (in the case you wish to include them 
all for your search). 
 

3. Select the Type of register to use for your search (“Births”, “Marriages”, “Deaths”, “Various”, 
“Sailors”, “Censuses” or “All” if you wish to run a global search). 

 
➢ Are available only the types of register for which at least one register has already been indexed. 

 
 
Search a record in a specific register: 
 

  
 

1. Choose the target Register in the dropdown list 
2. Input your search Criteria 

 
 
Search a record in a period of years: 
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1. Input the Begin and End years for the target period (4 digits) 
2. Input your search Criteria 

 
Input your search criteria: 
 
The search criteria differ according to the type of search and the type of record you’re looking for: 
 

➢ Input some text in at least one search field (“Name” or “First name”). It is recommended not to input 
an exact text but to prefer a part of the surname and/or the name.  

 
Example: input “maso” in the “Name” field to find all “SCOTTO DI MASO”, “DI TOMASO”, “LUBRANO DI MASONE” 
etc. 

 
➢ You may also use the character “%” to define a generic search. 

 
Example 1: Input “l%bran” in the “Name” field to find all “LUBRANO”, “LOBRANO”, “LUBRANA” and “LOBRANA”. 
 
Example 2: Input “cat%r” to find all “Caterina”, “Catherina”, “Catarina” etc. 

 
It is recommended to choose a search criteria neither too generic nor too specific. 
 

➢ Keep in mind that the spelling of names and first names differs and evolves across the years and the registers. 
Remember also that transcription mistakes are possible and may exist in our database. 

 
Display all records of a register: 
 

  
 

1. Choose the target Register in the dropdown list 
 

Find a record using its reference: 
 

  
 

1. Choose the wanted register in the dropdown list 
2. Input the reference of the record 

 
Change the sort order: 
 

 
 

➢ You can choose to change the default sort order (“name” + “surname”). 
  



Advanced Search Engine – User’s Guide v8.1  7 

Search for an ancestor in the entire database: 
 

 
 
This feature allows you to search the entire database at once and locate in all cities, archives and indexed 
registers, any documents that could potentially be related to your ancestor. 
 

1. Enter your ancestor's surname and first name  
2. Indicate whether it is a man or a woman 
3. Indicate exact or approximate years of birth and death  
4. Note that all these fields are mandatory. 

 
 
Execute the search: 
 

➢ Click the “Search” button or press the “Enter” key to execute your search. 
 
The time it takes for your search query to complete may depend on your Internet link, the amount of users 
connected simultaneously on the web site and the complexity of your search criteria. 
 
The search results: 
 
Once your search query is completed, the matching records are displayed in a result table: 
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Meaning of the “State” field: 
 

• “Anomaly”: A doubt or problem has been detected with the information that have been input by the 
member who indexed the record. 
 

• “Not verified”: The record has been indexed but not yet verified, it could still be incomplete or contain 
spelling mistakes. 
 

• “Verified”: The record has been reviewed by another member who completed it (at least partially). 
 

• “Validated”: The record has been verified by an expert and the data can be considered correct and 
trusted. 
 

• “Missing”: The record no longer exists in the register (missing page for instance) or could not be 
found. 
 

• “Damaged”: The record is partially damaged and therefore cannot be completed. 
 
Browsing the results: 

 
➢ Several tabs allow you to navigate through the various tables of results that are available when you 

choose the option to search “All” types of registers.  
 

 
 

➢ In the left bottom corner of the table, the number of pages of results is indicated. By clicking on “2” 
you can display the second page, and so on: 

 

 
 

➢ In the right bottom corner, the button “Export list” allows you to save the contents of the table on 
your computer in order to be able to use them offline. A file with an xml extension is created and you 
will be able to open it with Microsoft Excel: 
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Viewing records: 
 

➢ Each record card that you have viewed will be highlighted in blue, making it easier to see which 
records on the page have already been opened. 

 

 
 

➢ The “View” button allows you to read all the record information currently available in the database. 
You may also click directly on the record line in the table to open its card. 

 
➢ If the digital images of these records are available online (depending on reproduction rights and 

agreements), you will be able to view it at the same time as the computerized data. 
 
The document is not yet available online:  
 

➢ You view all the computerized data about the document.  
 

 
 
The document is available online:  
 

➢ The head of the computerized data about the document is displayed. Just click the "Ecpand" button to 
see all the information. 

  

 
 

➢ You can zoom in on the image with your mouse in the following way: 
 

▪ Click on the image to choose the place to zoom in 
▪ Use the wheel to zoom in or backward 
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➢ The toolbar allows you to do the following actions: 
 

 
 

 
To return to the list of search results 

 
To view the previous record in the search results list 

 
To view the next record in the search results list 

 
Rotate the image at 90 degrees 

 
Print the document (computerized data and image) 

 
Download the image on your computer 

 
Order the document or an associated service 

 
To view the first image of the register 

 
To view the previous image in the register 

 
You can enter a number directly (followed by "Enter") to see the corresponding 
image in the register 

 
To view the next image in the register 

 
To view the last image of the register 

 
Ordering a document:  

➢ To order a document, click the button:    
 

 

➢ A pop-up menu is displayed including only the various ordering options that are available 
for the selected document: 

 

 

➢ Only the order options available 
for this document are available. 

 
➢ Greyed options (such as 

translation requests) are 
dependent on having already 
ordered the document. 

  

 

➢ Before you complete your order, 
you have the opportunity to 
specify a search criteria with the 
additional information. 
 

➢ This allows us to manage orders 
of records with people of the 
same name and NOT count the 
document if it doesn't match 
your search. 

 
➢ Click the "Add to the Basket" button to add the document to your shopping cart. 
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Order a search service: 

➢ To order a document a search service, click the button:   
 

 
➢ A pop-up menu is displayed including only the various ordering options that are available 

for the selected document: 

 

 

➢ Search services are 
automatically offered depending 
on the place of search, archive 
or years of the register. 

  

 

➢ Before you place an order, you 
have the option to specify useful 
information for this search 
request. 

 
➢ Click the "Order" button to send your search request directly. This type of order does not require 

validation of your cart. 
 
 

IMPORTANT: Several rules to know when ordering records   
 

 
Order management: 
 

• Your available balance (for ordering new records) takes into account your past orders that 
have not been processed yet. 

 

• The system imposes a maximum number of documents per order [10 records]. 

• The system imposes a delay between two document orders [7 days]. 
 
Translations requests: 
 
The system has the following limitations for translations: 
 

• No full translation for documents older than year [1700]. 
 

• To order a translation of a document, you must have already ordered the document. The 
system automatically disables translation options if it detects that this is not the case. 
 

The translation costs are indicated on our web site at the “Registers” page or during the operation of 
adding the record to your basket. 
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Menu: Orders 
 

 

 
 

➢ This menu allows you to track your orders of records, documents, 
translations and search services. 

 
My basket: 
 

 
 
This menu allows you to view the contents of your current shopping cart, modify it or validate it to send your 
order into the system. Your available points balance is displayed at the top right of the screen. 
 

➢ Click the "Validate" button to send your order. 
 

➢ Your cart is automatically saved and not lost if you log out of the site or are accidentally disconnected.  
 
 

My orders: 
 
This menu allows you to view the history of your past orders (document orders and search orders) and verify 
their status "In progress" or "Processed"). 
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➢ Click the "View" button to view the content of an order. 
 

 
 
 
My records: 
 
This menu allows you to export in Excel a list of all the records and documents that have been sent to you to 
date and that have been ordered by you in the system. 
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Menu: Profile 
 

 
➢ This menu allows you to update and complete your user profile. 

 

 
 
You can: 
 

➢ Indicate if you have a personal web site 
 

➢ Change your place of residence (country, province/department) 
 

➢ Change the language of the web site (available in French, Italian, English and Spanish) 
 

➢ Indicate whether you want to appear in the members’ list 
 

➢ Indicate whether you want to participate to the cousins discovery project 
 
➢ Set your default search scope 
 
➢ Complete your origins so that we can get to know you better and establish statistics. 

 
Important notes: 
 

➢ You cannot change your name, first name, email address, etc. in the upper section of your profile. 
 

➢ If you wish to change your email address or if you lose your password, please contact info@procida-
family.com.   
  

mailto:info@procida-family.com
mailto:info@procida-family.com
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Menu: Cousins 
 

 

 
➢ This menu lets you know which other members have ordered the 

same records as you have (potential cousin) and get statistics on your 
family surnames. 

 
My cousins: 
 

 
 
The system automatically reconciles potential cousins and for each potential cousin the system lists the birth, 
marriage and death records that you have jointly ordered. 
 
You can: 
 

➢ Visualize for each potential cousin member your common ancestors.  
 

➢ Hide a record that you may have ordered by mistake so that it no longer appears in the table, thus 
distorting the cousins. Check the box provided in the table. 

 
➢ Confirm a record when it is your ancestor by checking the box provided in the table. 

 
➢ Unhide the records that have already been hidden in the tables. 

 
You can also download the ancestry table prepared and provided by the Association since May 2016. This 
option allows you to publish your family tree in the membership list, so you can share it with other members.  
 

1. Click "Download the Ancestry Table" (Excel template file named table_v1.1.xlsx). Depending on the 
browser you are using, a window or message appears as below (with Microsoft Edge). 
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1. Fill the generation grid, the family tree will be automatically generated in Excel.  
 

2. Send your file to info@procida-family.com who will publish your family tree in PDF format in the list of 
members. This will only be visible to the members of the Association.  
 

3. Once processed, your online family tree becomes also available from this same screen:  
 

 
 
Important notes: 
 

➢ To be able to publish your family tree in the list of members on the Association's web site, you must 
activate this option by checking the box "I wish to be included members list on the web site" in your 
profile. 
 

➢ To publish your family tree and participate in our automatic cousin reconciliation project, you must 
activate this option by checking the box "I wish to participate to the cousins project" in your profile. 
 

➢ Only members of the Association who are up-to-date of their membership fee and wished to 
participate in the cousins project will appear in your potential cousins and will be able to publish their 
family tree. 

 
 
My surnames: 

 

 
 
This menu allows you to get a list of your family surnames with the number of occurrences for each surname. 
 
It is possible to sort these lists according to several criteria ("sort by" options) and export them to Excel by 
clicking the "Export list" button. 
  

mailto:info@procida-family.com
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Menu: Messages 
 

 

 
➢ This menu allows you to view all the messages posted by other 

members, in any languages, or only in your own, as well as manage 
the conversation threads you have created. 

 

 
 

The button  allows you to create a new conversation thread or change its properties. You can choose to 
make this conversation public or private (only members) and set an expiration date.  
 

The button  allows you to add a message, ask or answer a question in an existing conversation thread. 
 

The button  The button lets you delete a conversation thread you created. 
 
You can also: 
 

➢ View and post messages in another language 
➢ View conversation threads that have been archived to date 
➢ Search by keyword 
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Menu: Shop 
 

 

 
➢ This menu allows you to view the catalogue of the Association's shop, 

including items for sale from the Association, in stock, sold out, that 
you may order, or available commercially. 

 

 
 
You can search the catalog using categories, vendors or using the text filter. 
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Menu: Statistics 
 
 

 

 
➢ This menu allows you to view the various annual statistics in the 

database, the overall database fill statistics and your personal usage 
statistics. 

 

 
 
Menu: Administration 
 

 

 
 
 

➢ This menu is either activated or invisible depending on your rights 
and your role within the Association as a volunteer member. 

 
 


