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FAMILY TREES GUIDE 
 

Welcome to the Family Trees Guide.  The family tree tools were designed to be both powerful and easy to use, 
though we understand you may have some questions along the way.  This guide was created to help you.  
IŜǊŜ ǿŜΩƭƭ cover how to use Family Trees, addressing these points: 
 

 Upload A GEDCOM  

 Start A New Tree 

 Edit/Delete A Tree 

 About Your Tree 

 Manage People In Your Tree 

 Attach A Saved Record  

 Common Questions  
 
If you have a specific question, we recommend you read Common Questions first (at the end of this guide) or 
email familytrees@archives.com (issues about your account, subscription, or billing should be sent to 
support@archives.com).  
 
Watch the tutorial video by clicking the άWatch The Family Tree Tutorialέ link in your family tree. 
 
There are two ways to get started--ȅƻǳ Ŏŀƴ ǎǘŀǊǘ ŀ ƴŜǿ ǘǊŜŜ ƻǊ ƛƳǇƻǊǘ ƻƴŜ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ŎǊŜŀǘŜŘΦ  
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Upload A GEDCOM  

 

A GEDCOM is the standard file format for most family tree software programs. You can create a GEDCOM by 
exporting your family tree from Family Tree Maker, Personal Ancestral File, Legacy Family Tree, and many 
other programs.   
 
To import an existing tree: 
 

1. CƭƛŎƪ ǘƘŜ άUpload A GEDCOMέ ōǳǘǘƻƴ from the Family Trees tab.  
  

2. You will be prompted to select the GEDCOM file from your computer, name your family tree, and add a 
tree description (optional).  You can update the name of your tree and tree description anytime.  
 

3. To import your family tree cƭƛŎƪ ά¦ǇƭƻŀŘέ.  Your tree will now be saved in Archives.com, and will be 
accessible anytime from the Family Trees tab.   
 

 
 
 

4. {ŜƭŜŎǘ ŀ ǇŜǊǎƻƴ ŦǊƻƳ ǘƘŜ D95/ha ŦƛƭŜ ǘƻ ōŜ ȅƻǳǊ άƘƻƳŜ ǇŜǊǎƻƴέ όǘȅǇƛŎŀƭƭȅ ȅƻǳǊǎŜƭŦύΦ .ŜƎƛƴ ǘȅǇƛƴƎ ǘƘŜ 
ƴŀƳŜ ƻŦ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƘƻƻǎŜΣ then click a name from the dynamic drop-down menu.  
 

a. bh¢9Υ ȅƻǳǊ ƘƻƳŜ ǇŜǊǎƻƴ ƛǎ ȅƻǳǊ ǘǊŜŜΩǎ ƘƻƳŜ ōŀǎŜΦ !ǘ ŀƴȅǘƛƳŜ ŎƭƛŎƪ άƘƻƳŜ ǇŜǊǎƻƴέ ǘƻ ǊŜǘǳǊƴ ǘƻ 
ǘƘŜ ŘŜŦŀǳƭǘ ƻǊ άƘƻƳŜέ ǾƛŜǿΦ  ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ȅƻǳǊ ƘƻƳŜ ǇŜǊǎƻƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άŎƘŀƴƎŜέ ƭƛƴƪ 
next to the name of your home person. 
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Select a home person:  
 

 
 

 

Start A New Tree 
 
LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŜȄƛǎǘƛƴƎ ǘǊŜŜΣ Archives.com makes it easy to create a new family tree.  
 
To start a new tree from scratch:  
 

1. /ƭƛŎƪ ǘƘŜ ά{ǘŀǊǘ ! bŜǿ ¢ǊŜŜέ ōǳǘǘƻƴ ŦǊƻƳ ǘƘŜ Family Trees tab. 
 

2. You will be prompted to name your family tree, and add a tree description (optional). You can update 
the name of your tree and tree description anytime. 

 
3. ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ǘǊŜŜ ŎƭƛŎƪ ά/ǊŜŀǘŜ ¢ǊŜŜέ.  

 

 
 

 

4. !ŘŘ ȅƻǳǊ άƘƻƳŜ ǇŜǊǎƻƴέ όǘȅǇƛŎŀƭƭȅ ȅƻǳǊǎŜƭŦύ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ !ŘŘ IƻƳŜ tŜǊǎƻƴ ƭƛƴƪ ƻƴ ǘƘŜ ŦƛǊǎǘ ōǊŀƴŎƘ ƻŦ 
your tree.  
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Edit/Delete A Tree 
 

You can update the name of your tree and tree description, or delete a tree ŀƴȅǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ άaŀƴŀƎŜ ¢ǊŜŜ 
{ŜǘǘƛƴƎǎέΦ  Once a tree is deleted, it cannot be recovered.  

 
 
About Your Tree 
 

To view a family tree from the Family Trees tab, click the name of the family tree (exaƳǇƭŜΥ άHill CŀƳƛƭȅ ¢ǊŜŜέύ 
or the άView Treeέ link.  
 

 
 

Example Family Tree:  
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Tree Layoutτthe home person will be the first person displayed on the left. Beneath the home person will be 
their spouse and children. To update the view to focus on a spouse or child, click their name or hover your 
mouse over the name and click the arrow icon (pointing left) that appears.  
 
To the right of the home person will be their parents and grandparents.  To view additional ancestors click the 
arrow icon (pointing right) next to any ancestor at the right of your screen.   
 
Tree Layout:  
 

 
 
 

Switch To Another Treeτto view another tree at anytime, click the My Family Trees tab and choose the other 
tree you would like to view from the drop-down menu.   
 

 
 
 

Home Person ς ƛǎ ȅƻǳǊ ǘǊŜŜΩǎ ƘƻƳŜ ōŀǎŜΦ !ǘ ŀƴȅǘƛƳŜ ŎƭƛŎƪ άƘƻƳŜ ǇŜǊǎƻƴέ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŘŜŦŀǳƭǘ ƻǊ άƘƻƳŜέ 
ǾƛŜǿΦ  ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ȅƻǳǊ ƘƻƳŜ ǇŜǊǎƻƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άŎƘŀƴƎŜέ ƭƛƴƪ ƴŜȄǘ ǘƻ ǘƘŜ ƴŀƳŜ ƻŦ ȅƻǳǊ ƘƻƳŜ ǇŜǊǎƻƴΦ  
 
Find Someoneς find a person in your tree by entering a name into the search field at the top right of your 
ǎŎǊŜŜƴΣ ƻǊ ŎƭƛŎƪ ǘƘŜ ά[ƛǎǘ ƻŦ !ƭƭ tŜƻǇƭŜέ ƭƛƴƪΦ   
 

 Search fieldτǘƻ ŦƛƴŘ ǎƻƳŜƻƴŜ ǳǎƛƴƎ ǘƘŜ ǎŜŀǊŎƘ ŦƛŜƭŘ ŜƴǘŜǊ ŀǘ ƭŜŀǎǘ ǘƘǊŜŜ ƭŜǘǘŜǊǎ ƻŦ ǘƘŜ ǇŜǊǎƻƴΩǎ ŦƛǊǎǘ 
ƴŀƳŜΦ /ƭƛŎƪ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ Ŧind in the dynamic drop-down menu.   
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 List of All Peopleτclicking this link will give you a snapshot of every person in your tree.  You can filter 
results by name, or browse by surname.  

  

 
 
 

Tree Statisticsτinside of a treeΣ ȅƻǳΩƭƭ ƴƻǘƛŎŜ ǘǊŜŜ ǎǘŀǘƛǎǘƛŎǎ in the bottom right corner of your screen. Here is 
an explanation of those terms:  
 

 People ς number of people in your tree 
 

 Stories ς number of notes attached to people in your tree 
 

 Events ς number of vital events (example: birth, marriage, death) associated with people in your tree 
 

 Scrapbook Items ς number of images attached to people in your tree 
 
 

Manage People In Your Tree 
 

Your family tree allows you to easily add and update family members to extend the branches of your tree.   
 
Add A Personτas the tree is defined by familial relationships, all people added to the tree must be related to 
the home person.  Begin by adding the parents and the spouse of your home person.  To do this:  
 

1. CƭƛŎƪ ǘƘŜ άώҌϐ !ŘŘ tŀǊŜƴǘέ ƻǊ άώҌϐ !ŘŘ {ǇƻǳǎŜέ link and fill in as much information as you know about 
that person including name, birth date, death date, gender, etc.   
 

a. NOTE: for female surnames you should enter their maiden name (not married name).  
 

2. Press ά{ŀǾŜέ ǘƻ ŀŘŘ ǘƘŜƳ ǘƻ ȅƻǳǊ ǘǊŜŜΦ    
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 When starting a new tree, begin by adding the parents or spouse of the home person.  LŦ ȅƻǳΩve uploaded a 
GEDCOM, use the search field to find the most recent person you added to the tree to pick up where you left 
off. 
 
Add Relationshipsτrelationships are created by adding parents, spouses, siblings, and children to existing 
members of the tree. All other relationships (grandparents, nieces, nephews, aunts, uncles, etc) are based off 
these primary connections.  Example: add your grandparents by adding the parents of your parents.   
 
To add a parent, spouse, or child (two options): 

 

 In family tree--ŎƭƛŎƪ ǘƘŜ άώҌϐ !ŘŘέ ƭƛƴƪ  - OR - 
 

 
 

 

 In a ǘǊŜŜ ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜτŎƭƛŎƪ ǘƘŜ άώҌϐ !ŘŘέ ƭƛƴƪ ǳƴŘŜǊ άCŀƳƛƭȅ aŜƳōŜǊǎέ  
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(Add Relationships Continued..) 

 
o NOTE: you can add additional spouses or children in the tree view or in a member profile. Add 

children to an additional spouse ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άώҌϐ !ŘŘ /ƘƛƭŘέ ƭƛƴƪ ōŜƴŜŀǘƘ this person.  
 

 
 

 

To add a sibling (two options):  
 

 In family tree--clƛŎƪ ǘƘŜ άώҌϐ /ƘƛƭŘέ ƭƛƴƪ ǘƻ ŀ ǇŀǊŜƴǘ ƻŦ ŀ ǇŜǊǎƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘ  - OR -    
 

 
 
 

 Lƴ ŀ ǘǊŜŜ ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜτclick ǘƘŜ άώҌϐ {ƛōƭƛƴƎέ ƭƛƴƪ ǳƴŘŜǊ άCŀƳƛƭȅ aŜƳōŜǊǎέ 
 
 


