Using Personal Ancestral File (PAF) 5.2

by Terry Mason - 3 Dec. 2005

On July 23, 2002 the PAF development team in Salt Lake City announced that PAF 5.2 was now ready for
download from the Web site at www.familysearch.org Theligt of enhancementsis

« The program is more compatible with newer versons of the Windows operating systems, particularly Windows
XP,

» Thefileof LDStemples and their starting dates has been updated to include new temples,

* Additiona "HELP" files have been added,

« The"Globa Search and Replace" function now works for names, temple codes, and notes.

« Attributesfor the predefined custom events can now be edited,

» The"Mach/Merge" function has been enhanced,

»  Support for the Input Method Editors for non-roman languages has been improved, and

* For LDS Church members, the TempleReady Update Files (OUP files) can now be used to update your PAF
database with completed ordinance dates.

The most significant of dl of these enhancementsiis the option to update or submit records usng a GEDCOM created
by PAF through TempleReady for Windows. When the Ordinance Index contains data that is used to modify the
personal records, a specid file with the .OUP file extension is created. Thisfile can be used to update a PAF database
with the dates and temples. Thisis particularly useful for individuals who are unable to bring a backup of their complete
database to afamily history center.

1. How do you |load PAF onto a home computer? PAF 5isavailable usng a

browser with an Internet connection. At the address hitp://www.familysearch.org
scroll to the bottom right of the page and click on “Download PAF'.
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Also scroll down the page and download the option of PAF v 5.2 Lessons
(English Only).
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Y ou can aso use the “ Order/Download Products’ link to the * Software Downloads - Free” section. Also a
CD-ROM of the PAF program is available for aminima shipping fee from a Church Didtribution Center or aCD can
be created in the Family History Center for you for $2.00 with the PAF ingtdlation files on it.

— Make sure you note the folder location on your computer where the file named “ PAFSENglishSetup.exe’ and

“PAF5Lessons.exe’ are being downloaded to. When the download is completed, close your Internet browser.
— Click usng the RIGHT button on your mouse, on the “ Start” button in the lower |eft part of your screen.



Point a and then left click on the word * Explore’.

On the left 9de of the window that gppears next are displayed dl the folders on your computer.

Locate (this may involve going to sub-folders) and click once on the folder where the PAF5 ingdl file were stored.
Double click on the “PAF5ENglishSetup.exe’ and then the “ PAFSLessons.exe’ files which will ingal PAF5S on
your computer.

After you are done, before you exit the “ Explore” window, click on the spot whereit says C drive (C:). That will
highlight the C: drive.

Then & the top le&ft of your screen on the menu bar click on theword “File’ and highlight “New”. Sdlect “Folder”
and click on it. On the right Sde of the screen it will create a new folder and the cursor will highlight the name “New
Folder”. Typein afolder name like“FamHigt” where you will keep your PAF database(s) and then pressthe
“Enter” key. Repest this process and create a“Pictures’ folder just for you family history records.

Close the “Explore” window by clicking on the X in the upper right hand corner of your screen.

When ingaling the PAF 5 program, you can have a PAF icon placed automaticaly on your PC's Windows
desktop. After ingtallation, to start the PAF program, double-click on the PAF icon on the desktop.

Once you open the PAF5 program, the icon appears on your Windows taskbar as atiny photo of one !E!'-"!
person (the child in the photo). (If, during the ingtdlation you chose to NOT place the PAF icon onto your
computer’ s desktop, you can start the PAF program by clicking on the “ Start” icon on the bottom left of

your computer’s screen, access “Programs’ and then “ FamilySearch” and findly click on “PAF 5”.)

At thistime please gart PAF 5 on a computer by clicking on the PAF5 icon. Please ignore what comes on the screen.

3.

BT
It issaid that a picture is worth athousand words. With the release of PAF 5 comes some ﬂ”';u”:n Topic
excdllent teaching tools. On the top line of PAF 5 isamenu bar with the written word Hslp Topics
“Help”. When you dlick on it, among the pull-down menu sdections available are “Getting L e
Started Guide”, “User’s Guide’, “Lessons’ and “Help Topics’. Learning to use these isting herted Liuide
sdlectionswill help people help themsdlves e e

Click onthe“ Getting Started Guide” and go hdfway down the page to the section titled “Working with
Persona Ancedtrd File’. Explanation is given here about three different screens that can be viewed by clicking on
the “Family”, “Pedigreg’ and “Individud” tabs at the top of the page beneath the row with theicons. Next, it
provides an explanation about moving around to different locations on either the family or pedigree view.

Under the Guide topic heading of “ Adding and Editing Individuas’, what are the five methods that can be used to open
the “ Edit Individud” screen?

About two-thirds of the way down the page in the* Getting Started Guide” read the section about “ Submitting
names in non-Roman languages.”

5.

In PAF4 the language choices are English, French, Spanish, German, and Portugese. Technicadly, because of what
is called computer Unicode-8, PAF5 records can be kept in English, German, Swedish, and the non-Roman
languages of Japanese, Chinese, and Korean. In PAFS5 we can create a GEDCOM file that can be imported into
PAF4 and other software but it will lose the Unicode characters. If the names you submit have non-Roman
characters, you must submit them to atemple that processes those characters.



If acomputer is set up to run in aparticular language, the norma keyboard will input the needed characters.
Changing keyboard language is done in the computer keyboard settings pand. To type Japanese, Chinese, or
Korean characters, you must use an Input Method Editor (IME). Free IMEs are available from Microsoft. The
diacritic didog (F7 key) will show al Unicode characters in the font you have sdlected. That option is now available
indl edit fields where Unicode characters can be typed.

Because PAF5 has afile structure that is different from PAF3 and PAF4, a separate folder needs to be created
on the computer in which to place PAF5 databases. | call mine PAFS data. In the Clermont Family History Center
it isnamed “PAF5 Folder”. I'll illugtrate how to do that in a momen.

6. Closethe WordPad document and again click in PAF5 on theword “Help’. Sdect the“ User's Guide” and goto
page 151 to read about the many different settings found under “Tool” - “Preferences’ settings. Thisis but one
place where | would refer a patron asking about how to decide upon these settings.

The User’s Guide is an extensve free 189 page manud in PDF format. By finding atopic in the Index and clicking on
it, users can read extensively about principles and processes of record keeping. It is but one way to get such
information. To illudrate ancther, exit out of the User’ s Guide and go to the menu bar “Tools’-* Preferences’ section
in PAF5. Click onthe*?" question mark in the upper right hand corner of the preferences screen. Place the pointer on
any item in that section and left click. There are very concise explanations available.

7. Next, usethe PAF5 “Hdp” sdlection titled “ Lessons’ . (On the last page of this handout you can read names of
each of the 39 lesson topics.)

An example of what the |esson program is like can be found by clicking on “Lesson 7’ on “Advanced Focus/
Filter” and sdecting sub-lesson number 3. We sometimes become confused by the language referring to the way the
program operates. In sub-lesson 3 just hold the cursor over the terms such as*“Couple” or “Ancestor” and see what
happens. Thisteaching aid illustrates how to do the salection process when you are choosing people in your database
asyou creste an export GEDCOM file or afocus group.

Now, open the first lesson topic under “Getting Started” and click on # 1 “Creste anew PAFfile’. Click onthe
“Show M€’ demondtration.

Now, let's do what we just had alesson about. Exit out of PAF5 by dlicking on the| %] in the upper right of the screen
to return to the computer desktop.

8. Start by double clicking on the PAF5 icon on your desktop. ———

Welcome ko

9. If therewas not an active data file open the last time PAF5 was Personal Ancestral Elle

closed, the screen will display the “Welcome to Personal Ancestral
File’ screen as shown. Click on the button named "New".
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10. If the PAF5 program opens, showing data, and
you want to create a new database, point the
mouse cursor to the word “File” on the menu lﬁ i T Hen
bar near the upper |eft-hand corner of the L andd | Flanincieia
screen and click on the word “New” on the &
drop-down menu.
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11.

12.

13.

14.

15.

16.

17.

The* Creste New Family File’ screen will appear.
Zavs Ia Jata j EI @l EI EI

By dicking on the down arrow next to the "Save in" field
you can locate the “ C:\FamHist” or data folder you made.

The middle of the screen will name exigting PAFS files if
there are any in that folder.

Next, dick in the fidd next to "File name" and typeinthe
name for a PAF5 family database such as " Jones' and
then click on "Save". This database can only be opened
PAF5. This database file will contain dl the gened
ibri/formation you want to put together into it - infgrmatic?r?y ok B = ﬁﬂé
about you, your parents, your grandparents, etc. If you
want a separate database for two different sdes of your family, then you will need to create two different files.
(Thisisn't necessary but some people prefer to doit.)

Filr nane: I Saue

The next screen istitled "Preferences’ and under the tab “ Prepared by”, enter your mailing address. (Thiswill
display on reports)) Don't worry about the line that asks for your Ancestral File Number or AFN. I you have an
AFN, enter it. If you don't know what an AFN is, leave it blank and don't worry about it for now. Y ou can dways
modify thisinformation later by clicking on the drop-down menu titled “ Preferences’ after clicking on “Tools’ on
the menu bar. Freferences ki E3

- Leneral | Hile Mames Prepared by | ipfodos | Fonts | Mubmedia | Formats | Folders | 1 emplates
After you enter your mailing I | | I I I I I I-

information, click on the “General” tab and sdect if you want to display LDS data. If you have questions, click on

the “Help” button or use“?’" to read about checking that choice. I recommend the following:

e Do NOT select “Treat Enter key as Tab”.

 Under the“File’ tab, sdlect “Last Used”.

» Under the “Folders’ tab, enter “C:\FamHist” or your data folder name, in each of those five entry fields. (You
might want to put A:\ for the backup folder.)

« Findly, click on the “Ok” button at the bottom of the * Preferences’” screen.

What appears next isa*“Family View” screen. If it is not displayed, click on the tab labded “Family”.
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18.

19.

Asan introduction to the “Help” feature of PAF5, you can obtain help with parts of the screen using the question
mark “?’ or for help for an entire screen press “F1" or use the “Help” on the menu bar.

The upper-left box on this pageisthe "home" or primary postion. Pressng the “Enter” key or double clicking on
the highlighted blue box will open to the “ Add/Edit Individud” screen. Enter in datafor yoursdf here. “ Save’ it.
Then add your spouse, children and parents. Y ou can EITHER double click on a box where you want to do data
entry OR you can highlight that box with one click of the mouse and press the “Enter” key OR you can dlick on the
word “Add’ on the menu bar and sdlect what you want to enter. CAUTION: If under the*Add” menu you select
to add an “Individud” or “Family”, they will NOT be linked as arelative to others in the database.

I’d like you to enter yourself, your spouse, one of your children and your parents as | explain the following.

20.

21.

22.

23.

24.

The Individud screen has one field for both the given name and surname. The program will put dash marks (/)
around the surname. In preferences, you can specify whether the surname comes firgt or last or whether you will be
using double surnames. This change was made to make it easer to type the name in the order it was spoken during
the person's lifetime. It a'so accommodates culturesin which family surnames are a the beginning rather than a the
end or cultures that use no surnames or that use multiple surnames. After you enter a name (just type the name the
way you would say it, for example Sdly Smith), PAF5 will ask you if it has selected the correct last name (or
surname) for the person, which isindicated by enclosing the last namein"/* marks. If you enter the name Sdly
Smith, PAF5 will ask you if Saly/Smith/ is correct. If you don't want PAF5 to ask you thisfor every name you
enter, you can turn off this feature in the “ Tools-Preferences-Names’ verify surname marks choice. PAF5 dso will
ask you to specify the person's gender. When you click “ Save’ in the upper right corner of thisform, it will save
the information, and the basic information will appear on the screen in the box on the “family group sheet.” The
individua entry section of this screen has blanks for events such as birth, christening, death, and burid. Thefirgt line
of each event isfor the date the event occurred, and the second line is for the place where it occurred.

Remember the rules for entering data such as:

S When recording awoman’s name, use her maiden name.

S  Format of dates. day, month, year (dd,mmm,yyyy)

S Format of places smallest to largest jurisdiction (town, county, state, nation). No hospita information should
be in the place fied.

S On Family Group Sheets, record the children in their birth order.

After exiting the individua entry screen, you can double-click on the Spouse box, below the top Ieft box, and anew
“Edit Individud” form will pop up. You can enter the information for the spouse of the primary or home personin
the top left box. When you're finished with the spouse' s information, click the “Save’ button or press “Enter” -
ether method will immediately save your information on the computer’ s disk.

PAF5 defaults to next displaying an "Edit Marriage" form after you enter information about a Spouse or parent.
Some people find it handy to have this screen pop up automaticaly, and others are annoyed by it. Y ou can change
thisfeature in preferences if you don't like the default. Whether or not you have that entry screen automatically pop
up, you should enter marriage information for each couple.

When dther pouseisin the "home' position, a Marriage box will appear just below the "home" box. Double-click
on the“Marriage’ box to open the “Edit Marriage” form, where you can enter the date of the marriage and where
it took place. Be sureto fill in only the date of the marriage on the line that says“Marriage”. The location of the
marriage (if you know it) goes on the next line. This step may at first be confusing, if you're wondering whether you
should enter the name of the spouse here. Their names aready appear just below the “Edit Marriage’ header. In
the “Edit Marriage’ form, enter just dates and places.



25. It is not uncommon for a person to have had more than one spouse during his or her lifetime. To enter a second
marriage for an individud, put the person in "home" position and single-click on the person's box to highlight them.
Using the“Add’ pull-down menu at the top of the screen, sdlect spouse. Thiswill give you the option (with which
you are now becoming familiar) of whether to use an existing name or whether to add anew name. In this case, the
word “exigting” refers not to whether the person is dive, but to whether you've aready entered the person’'s name
into the database. Once you have added an additiona marriage for an individud, with that person in “home’
position, you can sdect the marriage order by clicking on the menu bar “Edit” and sdecting “Order Spouses’. Also
you can sdlect the family associated with an individud by clicking on the icon button titled “ Other Marriage” above
the home person. With each separate spouse, you can list the children that came from that particular mother and
father.

26. Another question about marriages that comes up is whether to list people who had children but who may not have
been legdly married. Although PAFS5 suggests, by use of the word spouse, that partners are married, the important
thing to record is who the mother and father are for each child. Whether or not they were married may be
impossible to determine. Even if you know a couple were not married (as in the case with couples who live
common-law or amedieva European king who had children with amistress), list them as mother and father.
Similarly, lig dl children, whether or not they were considered legitimate according to the laws of the land or the
doctrines of agiven church.

27. To enter parents for a person in the home position, double-click on the upper right box. First, adidog box will pop
up asking whether you want to “Add New Individud” or “ Sdect Exidting Individud”. If you are just starting out,
youll sdect “Add New Individud”. Sincethisisthe default choice, you can just hit the “ Enter” key on your
keyboard, and aform identica to the one you filled in for the person in the “home’ position will now pop up. This
iswhere you'l enter the information about the father of the person in the “home’ box. Note that by default, PAF5
provides the same last name that was in the record of this person's offspring.

28. For the sake of congstency, when you enter information in the two boxes at the upper right, the information about a
father goesin the top-right box and the information about a mother in the box below it. PAF5 automaticaly assigns
mae gender to the name you list in the top box.

29. In the Family view, you will see pedigree information (in other words parents, with connecting arrows to earlier and
later generations) asthey relate to the person in the “home’ position. If you want to see pedigree informetion about
the spouse of the person in the “home’ postion, click on the little up-and-down arrows just above the upper-right
corner of the spouse's information box on the screen. Thiswill put the spousein “home” position, so that you can
see the spouse's pedigree to the right. Do not worry that information about a person islogt if you switch positions
with a spouse - PAF5 saves everything you enter, as soon as you click “Save’ and exit from entry forms.

30. To enter information about children to the couple, either use the menu bar “ Add” option or double-click within the
big box on the bottom that says “ Children”and PAF5 will bring up the didog box asking whether you want to add a
new person or salect an exigting person. If you're just getting started, you'll indicate that it's a new person, which
will bring up the “Add Individud screen” which you have used severd times. Fill it in with informeation about the
oldest child in the family. When you finish with that child and sdlect “ Save”, PAFS will ask whether you want to
add another child. Repeat this processfor dl children in the family. If you enter children in an order other than
oldest to youngest, you can fix this later usng a choice under the “Edit” menu bar, but it's easier to just enter the
information oldest to youngest in the firgt place.



31

How do you enter adoptions?

Firg enter theindividud’ s dataiin the child field and then save it. Then click once on the person’s name to highlight
them. Next right-click and sdlect the “ Edit Parent-Links’ option. The next screen will let you change the child's
relaionship to parents from biologica to adoptive, guardian, or seding. Y ou can aso do this by sdecting “Parent”
under “Edit” on the menu bar.

32.

33.

35.

Whenever data has been entered into your PAF5 database, before you exit the program you need to create a
backup file of your database. When using this option, PAF5 will create a compressed backup file wherever you
choose with the file name of your PAFS file prefix and a.zip suffix. It isimportant that patrons understand this
function not only to safeguard their datain case of ahard disk failure, computer theft, fire and other loss, but also to
take your data to a different computer such as when you go to process information using TempleReady in the
Family Higtory Center.

To do a“Backup” process, click on the word “File” on the menu bar and select
“Backup”. The backup file will go to the location you sdected in “ Tools-Preferences-

Folders’. If you have selected to backup onto a 1.44 megabyte floppy diskette on 0 A s not aceessible
drive A: you might get a pop-up screen likethis,

Tae cevice s nat eacy.
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It means you need to put afloppy disk into the A: drive and click on the “ Retry”
button. Some databases are so large | recommend either splitting the database or
using a ZIP drive disk which has the ability to store either 100 or 250 megabytes of data.

. The“Back Up Fileto...” screen will alow you to select the location to “ Save’ your backup file and the “File

name”. To complete the process, click on the “Backup” button. Once the process is completed, a“Backup
complete” message will be displayed.

If you are working on your own data on a computer that is not your own, after you process a backup file, you will
probably want to delete your data before you leave. Click on the word “File” on the menu bar and click on the
“Delete” option. Select the name of the file on the display screen and click once. Thiswill copy the name of the
fileinto the“File Name’ fidd. When you dlick the “Dedete’ button you will be asked aquestion “Areyou sure...”.
Click on"Yes’. Findly, exit the program by clicking on thetop “X” in the upper right-hand corner of the screen.

36.

I’ve prepared diskettes with backed up data from my records upon them. Understanding the “Backup” and
“Regtore’ process is necessary when a patron brings adisk into afamily history center to process data using the
program named “ TempleReady”. The “Restore’ process will function in much the same way as when you created
a“New” file or used the “Backup” process. The resulting little window section of the “Restore File From...” screen
will lig dl thefileson the diskette. The*.zip” a the end of the file name indicates that it's a PAFS5 backup file. If
theend is*.bak” that indicates a PAF4 backup file. When the pop-up window says * Restore complete,” click
“OK”. | want you to insert one of these disksinto the floppy disk drive and “Restore” the Bordenl.zip database
to the “PAF5 Database Folder” and then repest the “ Restore” selection again but the second time select the
Borden.zip database. Click on the word “Window” on the menu bar. Toggle at the bottom between the Borden
and Borden 1 databases. Note in the Borden database that Richard Borden is displayed with as the principle
person and it show his children. The Bordenl database displays Richard Borden as a child.



37. A very ussful tool within PAF5 isthe “Find” icon | 3| (the binoculars) on
the toolbar. Click onit and display the “Find Individual” screen which Sl @ dlprabatcal T EIN
ligsdl the namesin the database. The person who was highlighted onthe [EEaSTEme

previous “Family” or “Pedigreg’ or “Individua” screen will be highlighted 2 bardor, tcerd b.168 I
onthislist. Thelist can be displayed either in “RIN” order or in e e
“Alphabetical Order”. Put adot in the circle next to “ Alphabetica”. 164 kordar, e T
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Notice that the information for this person is summarized on the screen to IR o
theright of thelist. At thetop of this screenis an entry field where you can L Ea b.lssy
type the “ surname, name’ and the list will scroll to the name of thet Nl o e —
individual. Y ou can also point the cursor at aname and click on it or you e b1 o]
can use the up/down arrows on your keyboard to scroll through the list. As
you do so, the summary information is displayed. At the bottom of the ok sanel | Em

“Find Individud” screen are buttons which will dlow you to sdect the
individua by dicking “OK”, “Cancd” the search, “Edit” the individud’ s data, “ Delete the individud, or do an
“Advanced” filter.

By dlicking on the “Advanced >>" button, three

filters are displayed. The “Relationship Filter” o | zeel | et | e |[CEEEEET] teo

can be used to choose

peoplewho arerelated to | Reletiansiia Fiker ——————— ~FedFltsr ~ Filtered List
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individuas from the el MalLlics 20 ~eE

database with about sixty

different fields and modifying criteriafor each. 1'd like you to click on “Help” on the main screen. Click on “Lessons’
and select lesson #7 “ Advanced Focug/Filter”. Choose sub-lessons 4, 5, 7, 8, and 9 and view the “ Show M€’ in each.

Using the PAFS export ability, | want you to prepare a GEDCOM file and placeit upon the floppy disk. This
GEDCOM export/import festure is essentid to understand. 1t is used when communicating with others on the Internet,
when usng email or when exchanging information with extended family. (More information about thisis a the end of
this handout.) First, look on the blue line on top of PAF and make sure you are using the Bordenl.paf database. If you
are not, then click on the word “Fil€’ on the menu bar, select open and click on the Bordenl database. Check again
by looking on the blue line on top of PAF. Now, click ontheicon B on the task bar named “Export”. At the bottom
of the Export screen, click on the “Export” button. At the bottom the “File name’ read *.ged. Replace the agterisk
with the name Bordenl then click on the “Export” button. Y ou have just exported the complete Bordenl database into
aGEDCOM file. It has been placed on the hard drive on the computer.

38. Next, sdlect or open the Borden.paf database. Now | would like you to click on the left icon |fsi | on the task bar
named “Import”. Using the “Look In:” box, click on the down arrow that looks like W and sdect drive A: and
highlight or select the Bordenl.ged file that you just created. When that name isin the “File Name’ in the frame at
the bottom, click the“Import” button. Thisimport processis a most dangerous one because of the potentia of
filling your database with data that others have created by who knows what standard; therefore, backup your
database before ever doing an import. | dwaysimport GEDCOM datal receive from othersinto a separate
“new” database and carefully review it. Often | load it into PAF4 and using a split screen, compare it to my datain
PAF5. Then | can cut and pagte individud information from one into the other instead of importing directly and
polluting my database.



39. Thereisanicon (16" from the l&ft) that shows a person’s face with two shadow faces behind him. g{-| Thisisthe
“Match/Merge” icon button. Click onit, then select “no” to the next choice since you have dready imported the
GEDCOM file and therefore polluted your clean database. The next screen displays a number of “Options’ or
settings of criteria by which your database may be merged with the data you just imported. Click “Ok” and then
click theword “Find” on the upper left part of the merge screen. When we “Restored” the Borden database, it pre-
selected Richard Borden as person number 1 so0 just click “Ok” to select and place him into the left Side of the
screen. Next on the “Merge Screen” click theright “Find” icon button. Since you do not know the RIN (Record
I dentification Number) that had been automaticaly created by the computer when you imported the GEDCOM file,
you will have to search the “Individual List” and find another Richard Borden who was christened in 1595. At
the top of the “Find Individud” screen, typein “Borden, Richard” and locate the two entries both with the
christening date of 1595. To the |&ft of their names, note the RIN numbers. Choose the one that is not the RIN for
the person on the left Sde of the merge screen then click “Ok”.

40. On your screen you have two different individuas within your database who are redly the same person. In the smdll
boxes for the person on the right side of the screen any information that is checked will be combined with or will
replace the data of the person on the left Side of the screen. Write down the RIN numbers for their spouse and
parentsif there are any. Now at the bottom of the screen, click on “Merge’. Note the RIN numbers for the wife of
Richard Borden and repest this merge process for her. We won't take the time right now, but beware that notes
and source information are combined in this merge process and will aso have to be sraightened out.

Asyou close or exit out of the match/merge process you will note that Richard now has parents. They were on the
GEDCOM filejust imported.

41. Click “Edit” on the menu bar. Sdlect and click on “Source List”. Note there are severa sources that are duplicates
such as“Ancedrd File’ or the“Internationad Genedogicd Index”. Closethe “Source List” and dick “Tools” on the
menu bar. Select and click on the “Merge Duplicate Sources and citations’” option. Again click “Edit” on the menu
bar and sdlect and click on “Source List”. Note that the duplicate sources are no longer there, except the one titled
“Ordinance Index”. If you clicked on each one of these, you will note that one Ordinance Index is dated 1993 and
the other is dated 2000.

42. Now that you've done the basics, it isimportant to learn how to create records that “ ensure accuracy”. Double
click on the person's name to bring up the “Edit Individual” screen. On theright Sde of the “Edit Individual”
screen, below the “Help” button, are four buttons with pictures on them. (If you pass your mouse pointer over the
buttons and leave it in place for a second or two, little signswill pop up telling you what the buttons are.)

The* Notes” button isthe top-left one of these four buttons. Clicking on this button will bring up ablank
form where you can type whatever information you want to add. It may aso be programmed to bring up a
“Sdlect Notes’ box that lets you pick “tags’ for the kind of note you are entering.

~ | Just below the Notes button is the “ Contact” button opening a screen where you enter address information
Ey about the person named in the entry.

=2] | The top-right of the four picture buttons displays dl the Sour ces” information you have entered for this
~individud. Undernegth the four buttons with picturesisalarger button that says*“ Individual Sources’. This
button is selected to enter genera information about the individud. To the right of the entry field for places of Birth,
Chrigtening, Degth, Burid, and LDS ordinances, thereisalittle” s”. When you dick on thislittle“s” source button or



the large “Individual Sources’ button, PAF5 will bring up alisting of dl of the sourcesin your database. If you
haven't entered any sources yet, you will have to start from the beginning, but once you've entered a source, you can
sdect it from thisligt, so that you don't have to retypeit. The reason the word Sour cesis plurd is because sometimes
information for that individua will come from different places.

your database. Thisincludes digitized (scanned) snapshots, or a scan of a birth certificate or marriage

certificate. This option will alow you to organize a scrapbook and dide show. Video clips and voice
recordings can aso be entered. If you don't have those or don't know how to create them, remember that you can
adways add those things later. 1n the meantime, start collecting your family history information, including photos and
certificates, and keep them in asafe, dark, dry place.

S | The bottom-right button with a picture of acamerais the place you can add “M ultimedia” information to

48. At the upper left of the screen, below the task bar, are three “tabs’ titled “Family”, “Pedigree” and “Individual”.
The “Family” tab displays children, parents and grandparents. A click on the "Pedigree’ tab displays the Pedigree
view for the primary person. PAF5 has taken your information and crested a pedigree chart that contains five
generaions. Once you enter even more generations, little arrows will gppear to the left or right of aname on the
pedigree chart, dlowing you to navigate through it to see the relationships among individuas. Asyou get more
names into your database and navigate through a Pedigree view, you may find it frustrating to get to the far-right
sde of the chart and not be able to move farther right to add more names. An easy solution isto right-click on any
name on the Pedigree page and sdect the option "Move to Primary” and PAFS will put that name in the position a
the far 1eft of the page. Now you can add awhole screenful of names. This one feature can save you a great ded
of timein entering names. PAFS5 has many right-click features for you to explore.

49. A very useful tool found in the “Pedigree View” is found when you hold Richard Bord
your cursor over anindividud. The“InfoBox” display will not only IChard Lorden

indli ; ; indieaing i C: 22 Feb 1535 - Feadcorn Church, Kent, E
indicate th_e spouse and children but will show a B_EPSC indicating if M 23 50 1625 - ko Church. Kenk. E
LDS Baptism, Endowment, Sedling-Parents, Sealing-spouse and D: 25 May 1€71 - Portsmrath, Mewpor:, - BEPSC
ordinances have been done for the family’s children. Thisisan example
B e S IJ::lan Fole j
of an “InfoBox” display:
1:| Richard Borden ﬂ
Thomas Barcen j

50. Some people wonder if thereisa"right" type of screen to use for entering information. The answer is that you
should work with whatever is easiest for you. If you enter names in the Family view, you will have easy accessto
three generations at once, and it is easy to add marriage information. If you enter names in the Pedigree view, and
if you have marriage dates for dl or most of the people whose names you are entering, you will want to keep the
“Edit Marriage’ box in automatic pop-up mode, or you will need to right-click on a name and sdect the * Edit
Marriage’ option. Y ou may find that if you are entering along string of names with little information, the Pedigree
view will help you keep them dl straight more easily. Or you may find thet if you are entering a great ded of
information about asmaler cluster of people, the Family view iseasier to use. If you are going back to add or
correct information about an individud, the Individuad view will be helpful. 'Y ou can develop a system that works
well for you.
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If you click on the “Individual” tab on the main screen, to the right of the Pedigree tab, PAF5 will bring up alisting
of dl of the individuas whose information you have entered. Clicking on the bar titled “Full Name’ will dlow you
to see an dphabetized ligt by surname. In this“Individua” view, you can sort the entries in different ways by
clicking on the heading for each column. Want to sort in reverse dphabetical order? Just click the heading again
for the Full Name column. Want to sort by birth date or birth place? Just click the heading on those columns. You
can dso add columns to display additiona information.

52.

53.

How do you enter sources for an individud’ s data?

Please refer to my class outline. The handout, pages 3-7 clearly addresses this process. In my classin some detail

| use overheads with as many examples as time permits to illustrate how a source document is entered once and
individua events are linked to it. Class members should learn to enter sources from the IGl, a census, the Ancestra
file, aCD-ROM, the Socid Security Index, afamily Bible, cemetery records, church records, probate records,
persona knowledge, family records, certificates, and so forth. It is essentid that the patron understand the
distinction between the source and a citation from the source.

A source entry should be used when the item being documented is an event or statement that confirms a
genedogica item. Dates and places of births, christenings, marriages, deaths and burias are such items.

. When specific events are not known, a statement within the notes section may be more appropriate. Even this

information warrants ligting the source and a comment about it. If information pertainsto only that person, then it
might be more gppropriate to list that information in the notes. The occupation, education, accomplishments,
accolades, residences, and other biographical detailsthat do not relate to family relationshipsare typicaly
items that should be entered into the “ notes’ section of your database.

55.

How do you print reports with PAF5?

Sdlect the print option of PAF5 by dlicking on the “Print Reports’ icon. §|

The “Reportsand Charts” screen will be displayed. When you click on each of the 10 tabs, you can select
among awide variety of report

designs which can be “ Previewed”

and tha'] prl ntw to pq)e’ ortoa Triwicdnml ey I Trraphinnk I sk I lisk= I Calendar I
RlCh Text Forma flleWh|Ch can be Fedigres I =anlly Eroup I NnzEstey | Cascendants I Eooks I
viewed in most word processors.

Please experiment with these different report options and discuss their useful features.

56.

With the release of the “ TempleReady for Windows’ software program comes an option where the user can load
their database onto a computer in afamily history library center and then update their persond records ordinance
datarather quickly from the most recent verson of the IGI Ordinance Index. Don't be too surprised to find that an
individud’ s ordinances have been performed more than once. This can happen if one does not take the time to
check and see if ordinances have been performed previoudy. When we use the TempleReady program, these
errors are greatly reduced or diminated. If you cannot find the person listed in the IGI, make sure you search using
many variant spdlings of the name.



57. How do you process persona records in preparation for TempleReady?

Although in the “Export” option of PAF5 there is a sdection to export names for TempleReady, it is strongly
recommended instead that you bring abackup file of your database to the Family History Center and do the
submissions through TempleReady for Windows straight from the PAF database. Thisway is preferred because
any persond data will be compared to the Ordinance Index and updates to the PAF information will be placed
right into the PAF database with correct source references. Firg, the patron “ Restores’ their data from their
backup disk onto the Family History Center’s computer hard drive. Then the patron just opens“ TempleReady
for Windows” and clicks on “Submit for Ordinance Work”. The program will let you then locate and select your
database and select a group of names from it to processfor ordinances. It dso has an option for “Updating” the
ordinancesin your data from the Ordinance Index.

58. How do | sdlect individuad sfamilieslancestors for creating GEDCOM files to exchange with other programs or for a
research trip?

On the main screen icon bar, click on the “Export” icon. [2f At the bottom of the “Export” screen is an option to

ChOO% dl or “SeIeCted I ndiVidua]S” ' Salacted Indrviduals
By placing adot next to “Partia” and L‘: Al - :
then dicking onthe“Select” button you Prtinl; Triclivicimbs: 1 Srlmet |

can choose using the “ Relationship Flter”

or focusfilters. Clicking on the “Help” icon button at the bottom right of the screen will display waysto design
focusfilters. At the bottom of the list are case sudies illugtrating how to use the filters to design custom reports
or to select individuas to use in exchanging data with others.

Other featuresfound in Personal Ancestral File5 (PAF5) are:

» Research tools. One of the many features of PAF5 isits usefulness as aresearch tool. It interacts with the rest of
the software produced by the Family History Department. Clicking on the menu bar “Search” - *On FamilySearch
Internet” or other software programs listed under “Tools” make it a valuable research instrument.

« Web Pages. Both PAF 4 and PAF 5 offer the options for creating well-done Web Pages in severd formats.

Instructions on how to design aweb Ste are available. A web Site requires extengve thought and design planning. A
web Ste in essence is comparable to printing a book except that this book can be revised at any time.

o Export: The Export didog issmpler than previous versons of PAF. Rather than lising GEDCOM versons, PAF
now shows the destinations to which you can export. Each destination impliesa GEDCOM verson and a character
&t Y ou do not have to know the GEDCOM verson or character s, just the destination. When multimedia links
are exported or imported to GEDCOM, dl the PAF attributes are now supported, including cropping, dide show
time, flip, rotate, and attached sound files. Additiondly, multimedia links in sources and citations are exported and
imported.

e What isthe difference between ANSEL and ASCII when making GEDCOM files?

e Click “Hep’ onthe menu bar, then “Contents’, then “Glossary” and read the description for ANSEL. A brief
answer isavailable usng the“?” function in the “ Export” screen.



Import: How can | coordinate information with other people using PAF?

Establish communications within aforma or informa family organization. Exchange data created usng a GEDCOM
for PAF5. Advise them NOT to combine that data with their own database. When they have researched and
modified that data usng PAF5, then export in a GEDCOM file sdlecting dl data. That can be imported into your
database and amerge can be done based upon the unique record serid number. Consult the “Help” “Case Study:
Using the Export, Import, and Match/Merge features to synchronize files”

When you receive a GEDCOM file from someone else, always create a separate database from their data and
compare it to your own. Keep your data from being affected by what others have created. | open their datain
PAF4 and “size’ the display to %2 of the screen, then | display my datain PAF5 on the other hdf. Thisdlows meto
manualy enter selected data into my database.

Uniquerecord serial numbers: The program now assigns each record in the .paf file a unique serid number.

Like arecord identification number (RIN), a unique record serid number identifies each individud in a.pef file.
Unlike aRIN, a unique record seria number is unique worldwide. This means that each individud in each of the

pef files has a different number than dl other individudsin dl other .pef files that are made worldwide. The unique
record serial number does not change if you export a GEDCOM file and send it to another person. Therefore, you
can send a GEDCOM file to another individua, he or she can import it into Persond Ancestra File 5, make
changesto it, create another GEDCOM file, and send it back to you. Y ou can then use the Match/Merge feature to
identify the records that you originally crested, identify what changes the other person made, decide which
information to keep, and merge the records. Y ou cannot see a unique serid number on the Individua screen, and
you cannot edit it. Thiskind of feature has existed in the Legacy software program for some time,

Notes: Text in notes was previoudy limited to 59,000 characters. In PAF 5 there is no limit (other than memory
and disk space). When you edit notes, you can dect to use amenu for finding and replacing data.

Thereisadso aNotePad editor which can be used with Unicode text.

Key support in edit fields: How do | highlight information in an Internet database or in a separate database file
and copy it into my persond records?

Most edit fields now alow you to switch between insert and typeover mode. Y ou can now type Ctrl+A to sdlect dl
text in an edit field to cut (Ctrl+X) or copy (Ctrl+C) and paste (Cirl+V) it elsewhere.

Global search and replace: You can now search and replace dates. In addition, you can choose to display a
report of records that were changed as aresult of the search and replace.

PAF 5 aso supports U.S. and metric measurements and inter national number formats as set by the regiona
settings in the Windows operating system.



Templates. You can customize entries donein the Individua screen and Marriage screen. Y ou can specify which
fields gppear and in what order they appear: For example, if you aways want an Occupation field to show on the
Individua screen, you can cregte atemplate that includes thisfidd. The template contains only the fields that you
use routingly. Y ou will not have to congtantly move the cursor through fields that you never use to get to afield that
you adways use.

Y ou can cregte and use many templatesin the same .paf file. Thisisuseful if you have different lines of ancestry that
require different fields. For example, you may use one template for a German line and another template for a

Japanexe line.

If you want to type names in more than one script, create atemplate with fields where you can type the different
versgons of the same name. A Japanese template, for example, might have a Full Name fidd for Kanji, a Phonetic
Name field for the Katakana, and a name field for a Romanized (western) transcription of the name.

Y ou can dso ecify a default template. The program displays the default template each time you add a new
individua record or marriage record. If needed, you can then sdect a different template.

Add family: You can now add an entire family a once. The program will prompt you to add the father, the
mother, the marriage information, and each of the children.

PAF for the Palm: Y ou can now create a GEDCOM file and view it on your PAm Rilot. The required software
(PAF for the PAm) is dso included with this release of Persona Ancestrd File. Y ou can ether download it from
www.familysearch.org or obtain it from the Personal Ancestrd File compact disc.

Check for updates: If you have an Internet connection, you can have Persond Ancestral File 5 check for anew
verson of the software. If oneis available, you can download it.

User Events: Creating and editing user event types is significantly improved. They have replaced the Verb
Construct and Place Preposition fields with complete sentences. They have added check boxes for Use Place and
Use Confidentid o that these fields can now be optional. They have changed the date to smply have a check box
for Use Date. This means you can now type a date range in asingle date fidd using the words "From" and "To."

Frequently asked questions. One of the menu bar “Help” optionsis the choice for “Feedback and Frequently

Asked Questions’. By clicking on it you access the FamilySearch.org PAF 5 section on the Internet addressing this

topic.




The PAF5 “Lessons’ provide 96 picture demonstrations on how to use PAF. The topics are;
|. Getting Started: Typing in Y our Family

1. Createanew PAFfile.

2. Typeinformation for afamily.

3. Useatemplate.

4. Save and back up your PAFfiles.

I1. Getting Started: Making Changes

Move around a pedigree

Search for aperson

Make changes to an individud's information
Change child order

. Add or delete a second marriage

10. Add or delete parents
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I11. Notes and Sources
11. Notes Where you keep biographica information about an individudl.
12. Sources. Where you list the record, document, or person from which you obtained your information. Y ou can
list the source for each event in a person'slife.

IVV. Printing Forms and Reports
13. Pedigree Charts
14. Family Group Records
15. Ligs
16. Youwill dso learn about PAF Companion and what other reportsit offers.

V. Shaing Files
17. Family, friends, or other researchers
18. Ancedtra File or Pedigree Resource File
19. TempleReady
20. Toimport or export information, Persona Ancestral File uses a computer format caled GEDCOM
(GEnedlogica Data COMmunication). Most other genedlogy programs use GEDCOM. Importing and
exporting a GEDCOM fileis usudly the best way to receive or send your genedlogica information.

VI. Match/Merge

21. Identify duplicate individua records
22. Merge duplicate records

VII. With Advanced Focug/Filter, you can create afocus list, a group of individuds from your file that have something
in common. Y ou can use focus ligs to find:
23. Individuasto submit to TempleReady, Ancestra File, or Pedigree Resource File.
24. Individuaswho are missing information, such as a birthplace.
25. Individuds born in aspecific time and place in order to research them together in a census or town record.
26. Individudswith amisspelled name, o you can fix it.

Y ou will learn how to select individuds using:
27. Rddionshipfilters

28. Fddfilters
29. Both rationship and fidd filters



