
Searching City Directories 

 

1. Click City Directories.  This is located under the heading Quick Links. 

 

 



 

2. You can select a Featured Data Collection or you can refine your search 
before typing in your relative’s name by using the filters under Browse 
Catalog. 

 
 

 

 

 

 

 



 

 

3. Type in your relative’s name and location in the corresponding field.  You will 
get a drop down menu when you start to type in the location.  Select the 
location by clicking it.  

4. Click Search. 
 



 

5. Click the U.S. City Directories link located next to the name to see the full 

record or move the hand icon over that link to get a snapshot of the record.  

Remember our names are not unique.  You will find many people with the 

same name.   

 



 

6. The full record will open with all of the information that appeared in the City 
Directory.   

 

 
 

7. You can view the original document by clicking on the image. 

 
 

 



 
 

8. Click Print which is located in the upper right corner to print the transcribed 

record. 

9. Click Send Document to email the document to yourself. 

 

 
 

10. Type your email address and confirm the address by typing it again.  Click 

Send Email. 



 
 

11. Click the wrench icon located on the right side of the screen to print the 

image.  You can also choose to download it to a flash drive. 

12. You will get a menu with the print option at the top.  Click Print.   



 
 

13. The default print option is Print entire image.   
14. If you zoomed into the section of the directory that has your relative’s name 

you can print that zoomed image.  Select Print zoomed view. 
15. Click Continue. 

 

 



 
 

16. The default layout orientation is portrait.  You can also select landscape. 
17. Click Print. 

18. You will get another window with the price of the copy.  Click OK. 
19. A second window will open.  Click OK. 
20. You will retrieve the item at the print release station.  You can ask for 
 assistance from the reference librarian.   
 
 
 
 


