Beginning PAF 5.2.18
taught by Liz Snow
Lesson Two

1. THE INDIVIDUAL VIEW SCREEN

* In the “Individual View”, you can sort the entries clicking on the heading for each column.
To sort the list numerically by RIN, click on the heading of the RIN column. It will put the column in numerical order.
To sort the list alphabetically by name, click the heading of the “Full Name” column. You can make the columns sort
forward or backward, by RIN and alphabetical.

e If the column is too wide or not wide enough, you can resize it.

Move the mouse cursor to the left or right edge of the heading of the column that you want to resize. When the cursor
changes to a straight line with two arrows coming out, click the left mouse button. While you hold down the mouse
button, move the mouse to the left or right. When the column is the desired size, release the mouse button.
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“ R.. Full Name |Sex | Binh-Date | Birth - Place E
107 Lupten, Ann Jane Female 23 SEP 1850 Texeth Park, Liverpoal, Lancashire, England
106 Terry, Elizabeth Female 17 NOV 1214 Palmyra, Ontario, New York

105 Heward, John (farmer) Male 07 APR 1813 Morth Dakton. Yorkshire, England
104 Dennis. Thelma Conner Female

103 Owens, Ethel Female
102 Beebe, Rhoda Female
101 Fuller, Hazel Lynne Female
100 Meyers. Flarence Female 16 MAY 1883 Riverton, Salt Lake Co., Utah
99 Stewart, Louise Female
98 Welch, Alice (Allie) Female
97 Jenkins, Sarah Diana Female 23 NOV 1834 West Jordan. Salt Lake Co.. Utah

96 Broberg. Mary Ann Augusta Female 03 MAR 1879 Draper, Salt Lake Co., Utah
95 Stokes, Bertha Annetta Female 1% FEB 1293 Draper, Salt Lake Co., Utah

94 Stokes, Orson Amold Male  05.JUN 1830 Draper, Salt Lake Co., Utah
93 Stokes, Marcus Albert Male  01MNOV 1883 Draper, Salt Lake Co., Utah
92 Stokes, Maria Louisa Female 15 JAN 1284 Draper, Salt Lake Co., Utah
91 Stokes, Joseph Franklin Male 05 SEP 1821 Draper, Salt Lake Co., Utsh
90 Stokes, Royal Wells Male 04 MAY 1879 Draper, Salt Lake Co., Utah

89 Stokes, Fanny Melissa Female 08 AUG 1877 Draper, Salt Lake Co., Utah
88 Stokes, Eugene Canfield  Male 14 OCT 12874 Draper, Salt Lake Co., Utah

57 Stokes, Clara Vicla Female 28 JAN 1873 Draper, Salt Lake Co., Utah
86 Stokes, Thomas Justin Male 06 SEP 1871 Dvaper, Salt Lake Co., Utah
85 Canfield. Ellen Louisa Female 02 SEP 1850 Weber, Weber Ca., Lhah
84 Stokes, Thomas Male 13 NOV 1842 Bolsover, Derbyshire, England L
< smm
For Help, press F1. Doubie-chok: o Darson you want i odt. RIN: 55 MR- 33 M:1 M

*  You can add or remove columns from the “Individual View” screen.
Right click the heading and a dialog box will appear. Select “Add or Modify Columns”. Then move your selections
back and forth in the boxes “Possible fields”, or “Fields for the_ templates”. You can move columns by clicking on
the heading of the column. While you hold the mouse button down, move the column to the place where you want it to
move. Then release the mouse button. The column should be moved.

* The following list is a table of keyboard shortcuts for the “Individual View” Screen.
You should learn to use the method that is the easiest for you.
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Hide Back Fomwerd  Print
Canterts Ieex | Search | Shorteuts for the Individual View screen
Type inthe keyword to find
‘ Related Topics
N -
oup file - Shortcut Action
paffiles. See detabases 4 Select the next or previous individual
E:\‘r'f‘l‘l‘: F1 Obtain help with the current screen
)(s\ash marks] Home Select the first individual on the list
ﬂbb;EV‘ﬂ;‘D‘ﬂdS End Select the last individual on the list.
in date fields —
Latisi-day Saint ordinance abbre Page Up Select the first individual on the screen
place-names Page Down Select the last individual on the screen.
k‘f’"‘P‘tE W:‘:S' e Ctri+Home Select the home persan
absolute paths for muliimedia
abt(abﬂu’f) i date figlds Daouble-click or press Enter on Edit the selected individual record
accent marks an individual
Acceptable multimedia formats Ctri+Q Open ancther paf file
i‘jjawexwgldsmrwmgg Cirl+F4 Close the current paf file
contactinformation Ctri+P Print reports
'CE“J;‘I‘;;EVE"‘S Crl+1 Edit the selected individual record
individuals Cirl+ N View and edit the selected individual's notes.
mariages Cirl+M View and edit the selected individual's multimedia collection
nmn“:‘;'g"ad'a [y Add an unlinked individual
repositories Clri+S Swiitch to the next view screen
fﬂum‘ef Cirl+F Find an individual on a list
aﬂ:‘iz% Ctrl+D View the selected individual's Descendancy List
contactinformation Clri+R Find an individual by RIN or MRIN.
preparer's address Crl+Shift+P Change preferences
repositories
weh sites and e-mail
Advanced Focus/Filter
creating focus lists Y,
Display

2. HOW TO SEARCH

* Individual Search- There are a couple of different ways to “Search” for an Individual. You can go
to the “Menu Bar” and click on “Search”.
In this dialog box you can search by alphabetical or RIN number. You can move up and down the list with the scroll
bar at the right of the list of names, by using the arrow keys on the keyboard, or the page up and down keys. You can
also type the surname or RIN number in the search field. When doing this, you must type the surname first. When a
name is highlighted, you can hit the “Enter” key and that person will move to the Primary Position. You can also click
on the “Binoculars Icon” on the “Tool Bar” to find an individual.
Find Individual x|
Soit: " Alphabetical " RIN Samuel Walter FAYTER-627
Sem AFN:
F&vYTER, 5amuel walter
10 o
e E'E'ﬂﬁ!ﬁc'}':,ﬂy S 2l Gins0Ec 18 Newon Poppleford Aplesbea
£25 FAYTER, Henry Gange b.1840 Chr:
511 FAYTER. John b.1770 .
58 FAYTER, June Emily 61837 Dea-th.1 8DEC 1858  Mewton Poppleford Aplesbea
53 FAYTER, Lavina Grace b.1903 Burial:
453 FAYTER, Louis David b1gss | -
56 F&YTER, Louis Richard b.1891 Baptism: Child
. b, Endaw: Child
W A " Seal Par:
630 FAYTER. Thomas Herry b.1864
£25 FAYTER, William b.1838 il .
31 AV TER ol n e Father:Wwiliam F&TER B-abt 1814
57 FAYTER. Wiliam Henm b.1004 Mother: Susannah [Suzannah) BAKEF B:
E59 FEUUCHT, Coral Elizabeth Spouse: I
£13 FIELDING, John 1791 o gpouce "
Ok I Cancel | Edit | Delete... Advanced >> Help
L]

At the bottom of this dialog box you can go
“Edit.”

to an “Edit Individual” screen by clicking “OK”, or



* Marriage Search- You can search for a marriage by the MRIN number or the list of names.
You find this dialog box by going to “Search” on the “Menu Bar” and selecting “Marriage List”. To find a couple on
the list, type their MRIN in the field above the name list. You can also click on the “Binoculars with the #” on top of
the icon to search by RIN/MRIN.

d b

633
639

649
B50

E52

Heber Chase KIMBALL-1876
William Flobert TELFORD-1877
Milton Jogeph TREJD-16E67
Milton Jozeph TREJD-16E7
Jared Jones TREJO-1662
Jared Jowes TREJO-16E8
‘wiaren Adelbert FISHER-18282
Leon DUMM-1883

Pedro DE LOS REYES-3264
lldefonso Henera CALERD-1834
Martin G D142 TREJO-10191
"williarn B amett JOMES-1967

Charles Henmy JOMES-1683
John H. THORPE-1883
Alfred Thomas JOMES-1685
Alexander BOUCK-1891
‘williarm BEMCH-1892

"william Da15-2387

Williarm BROWMN-1534

Emest Henry LANGTON-1835

o]

Sarah Elvira TREJO-1E65

Sarah Elvira TREJO-16E5

Clara MORRIS-1878

Beulah Caddie KIMBALL-1879
Edith Annie MC RAE-1280
Martha Mo Flae HUISH-1881
lzabel Geronima TREJO-1670
Ewah Inez TREJO-1672

b4 aria LORA MIRASIERRAS-B752
Framcisca Geranima TREJO-1676
"zabel ZARZ0-1677

Folly Buena "WILLIAMS 1966
Sarah Elizabeth JEFFERIES-1887
Mary R, SADLER-1888

Melina Jane JOMES-1684

b ary Eliza COOLEY-1830
Elizabeth JONES-1686

Fanry JOMES-1E87

Ann MEWMAN-1893

Fanry JOMES-1E87

Bertha JOMES-1683

Cancel

Edit

RS
13 4P 1936

22 JaN 1977
18JUM 1914
03 JaN 1974
23 MaR 1321
NOYW 1325

16 FEE 1744

21JUL1732
17 MaR 1872

14 FEB 1918
07 &PR 1884
0& JUM 1873
16 DEC 1891
10 0CT 1881
25 DEC 1807
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*  Descendancy Search-

The next option on the “Search” drop down box is the “Descendancy List”.
This dialog box shows the selected individual’s descendants. You can use it to display an individual on the “Family
View” screen or “Pedigree View” screen. When < appears next to an individual’s name, it means that an individual has
descendants. Click the individual to view the descendants in the list. To view an individual’s spouse in the list, click
the individual’s name. To view the spouse’s family, click the spouse’s name. To see the parents of the first individual
on the list, click that individual.

Descendancy List
Mame Birth/“Chr Date:

21

Death/“Bur Date

Thomas Jr. CRO55-12236

b GE
i< Flizabeth L
Fiobert JAl
Charles JACKSOMN-204
Eliza JACKSOM-205
Edward JACKSOM-206
bdary &nn JACKSON-207
Thomas JACKSON-208
Richard JACKSON-203
Gearge Henry JACKSON-210
Sarah JACKSOM-211
< Rebecca.)ane JACKSOM-E2
Robert JACKSON-10123

Cancel

.

Aht 1786

200CT 1835
25.JUL 1837
05 FEB 1840
10FEB 1842
05.J4N 1845
04 .J4N 1847
05 0CT 1848
15.JUL 1852
ZGFEB 1856
“13FEB 1804

Frevious Hext

2

8D
Abt 1886
Abt 1884
Abt 1863
“27 FEB 1862

JeM 1347
18.JUN 1833
25 0CT 1906
254N 1915
28 DEC 1860

Help

* To search by RIN/MRIN only click on “Search” then select “Find Individual”. Now you can type in

the RIN number.

You can go to the “Individual List” or “Descendancy List” from this dialog box.



Find Individual

Find by Record Mumber

RN i Yalid Range: 110 12265

(o Individual BIM
(" Marriage MREIN

Cancel

Help

s

Indivicual List ‘ Descendancy List ‘

3. EXTRA TIPS ON EDITING INDIVIDUAL INFORMATION

*  You can get to the “Edit Individual” dialog box four different ways.

¢ Double click on a name

e Click on “Edit” on the “Menu Bar”, then select “Individual”

e Click on the “Man with the Pencil” icon on the “Tool Bar”.

+  After clicking on a person’s name, then do a click on the Right Button of the mouse. Then select “Edit”.

4. HOW ADD A SECOND SPOUSE

* Click on an Individual in the “Family View” or “Pedigree View” screen , then go to the “Menu Bar”
and select “Add”, then “Add Spouse”. Then you select “Add New Individual”. Then click on

“Save”.

HINT: Make sure you highlight the individual you want to add the second spouse to before you begin.

Child Order Il ilil

Child Birth“Chr Date T
Lucina HANCOCK-E350 25 MAR 1817
Flufus HANCOCK-E351 12 4PF 1819 Carcel
Joseph HAMCOCE Twin-g72: 07 MaY 1822
Eliza Twin HAMCOCK-5723 07 MaY 1822
Charles Brent HAMCOCK -5352 22 DEC 1823 Help
George Wash HAMCOCK-6353 oamMaR 1828 T
fizael HAMCOCK B354 19 MAR 1828
Cyrus HANCOCK-6355 22 MAR 1830
Agnus HAMCOCK-8725 22 MAR 1830
Nephi HANCOCK-5356 03 MAR 1832 Order
Ammaron HAMCOCK 6357 29DEC 1833 -

5. CHANGING THE ORDER OF CHILDREN, PARENTS, AND SPOUSES

* Children Order-
The PAF program lists children in the order in which they are typed. Children will appear in the order
of birth only if you type them in that order or change them to that order.
To do this you click on the person who’s children you need to rearrange. From the “Edit” on the “Menu Bar”, select
“Order Children”. On the child order screen, select the child you want to place in a different order. Click the up or
down arrow to move the child to the correct position in the family. Click “OK”.



parents 2]

Parents of Domathy YORKE-7155

MRIM  Parents

dmi
360 Edmund YORKE-843

2374 Edmund YORKE-843 Katherine -7743 =
=]
sdd. | Uk | HekeFinay |
Relationship to parents: I Biclogical 'I
Sealing to parents: |23 0CT 1946 | SLAKE - Salt Lake =l s

Save I Cancel | "Motes Help |

e Parent Order-
You can link an individual to more than one set of parents to show adoptive, foster, sealing, and other types of lines. However,

because the program displays and prints one set of parents at a time, you must choose one set to be the primary parents. The

primary parents appear by default when you open the .paf file.
HINT: to view another set of parents and their ancestry temporarily, click the “Other Parents” button.

To change parent order Click on the child who’s parents you want to change. Click on the “Edit” word on the “Menu Bar”,
select “Parents”. On the Parents screen, select the parents you want to change. Click the up or down arrow to put the parents in the

correct position. Click “OK”.

HINT: The parents with the (*) are the primary parents.

Spouse Order

Marriage Date

. — oK.
5 1884
26 APR 1875 Cancel

Spouse

Emily Jones i
k Ann Christensen-1875

Help

a3

drder

The program displays the first spouse by default. If you want to see a different spouse by default,

you need to change the spouse order.
HINT: To view another spouse temporarily, click the “Other Marriages” button and select the spouse you want.
Click on the individual who’s spouse you want to rearrange. Click on the “Edit” word on the “Menu Bar”, select

“Order Spouses”. On the spouse order screen, select the spouse that you want to move. Then click on the up or down
arrows until the spouse is in the correct position. Click “OK”.



6. NOTES

* You can have notes for each individual record and marriage record in the .paf file. You can use notes
to keep track of many types of information, such as the following:

Interesting or special circumstances of an individual’s birth, death or marriage
Stories

Journal entries

Your research notes and “to do” lists

HINT: In Windows 95 and 98 you can have up to 59,000 characters in each set of notes. In Windows NT and 2000, you have an
unlimited amount of characters in each set of notes.

* Types of notes:

Regular notes- a sentence
Tagged regular notes- a tag is one word that is typed at the beginning of the note in all uppercase letters, followed
by a colon:
BIRTH:
!Marked notes- a sentence preceded by an exclamation mark.
~Confidential notes- a sentence preceded by a tilde mark.

Marriage Notes -notes added in the marriage edit screen.

* A blank line separates one note from the next. Example:
This is the first note.

This is the second note.

This is the third note.

*  Printing options on notes-

No notes

Select general or regular notes

General notes and marked notes- in order to include marked notes you have to select general notes.
General notes, marked notes and confidential notes- All notes

Confidential notes only

( For printing options go to the Print Reports and Charts dialog box.)

Edit Notes . el |

Edit

MNotes for Archibald Legrand STOKES-30

'Ona record savs he was baptized 5 Aug 1895,
kAISSI0ON: England

rARRIED: By PresidentJoseph F. Smith

Save I Cancel Delete Sources Help




7. SOURCES
* A source is the actual record that contains the information we use in compiling our family history.

* A source citation, or source description, details the information required to identify the source as a
distinct, traceable record.
A source citation usually provides sufficient information to allow others to discover for themselves the same
information you have. Source citations validate the accuracy of your family history.

HINT: Remember family history without sources is just mythology.

* Try to be consistent in how you enter your sources.
As you type source descriptions they are added to the Source List. The title of the source is used in the Source List.
Therefore, type source titles so you can find them again. When the repository is an individual, obtain their permission to include their
address and phone number. You want others looking for this information to be able to find it after you. If you can put a public place
where the information can be found, that is always better. The more information you include in the source description, the easier it
will be for others to find the exact source. After filling in the source template, you must select the source to attach it to your
record.

Edit Individual 2=

Ernest Severn COOK

Full Name: Carcel
Sex: Male

&= sources

Blessing:

Flace: s

Christening:
|

Temple:

Place: Liwing 5 Individual

Death: 25 MAY 1963 S

Flace: Elpsian Gardens, 52t Lake Ca., Lhah s

Endowment: 01 MAR 1905

Temple: SLAKE -5l Leke )

Birth: 26 DEC 1883 "
Place: Millereek, Salt Lake Co., Ltah, US4 k]

Place: 5

Baptism: 07 JUL 1892

Place: Murray, Sakt Lake Co., Utah "z

Burial: 29 MAY 1963

Sealing to Parents: BIC

Temple: 5

RIN: 25
Title (prefix):
Married Hame:
Also Known As:
Nickname: | |
Cause of Death: Last Changed:
Physical Description: 10 MaY 2003
Ancestal File Number: =
RIM: 26 Template: | blessing - y
. In the “Edit Individual” Screen, you will know there is a source when an asterisk is beside the

boxed “s” at the end of the line. To add a new source double click on the “s”.
You can also attach a scanned image of the source, for example an actual birth certificate, etc. Your scanned images
are not stored in PAF. It only saves the link to where the image is saved. If you share a gedcom you will also need

to copy the image files and send them separately.

» Sources can appear as footnotes on a Family Group Record, Individual Summary, or a Book
Report.

Definitions For Sources
Citation Detail- the information about where to find the entry for an individual in a source. i.e. the exact page or entry, etc.
Document- a written account of an event, frequently originated by a civil or ecclesiastical agency.
Documentation-a record of the sources used to compile the events in the life of an individual as well as family relationships.
This is also called “citing sources”.
Record-preserved knowledge of facts and events.
Repository-Physical location of a document, records, or other information.
Source-Documents, records, books and information in other media from which we get information.
Source Citation- Description of the source sufficient to allow a person to access it.
For more info on how to do sources look in the PAF user’s guide pages 58-80.




8. SWITCHING BETWEEN DATA FILES ON THE HARD DRIVE

*  When you open the PAF program the last PAF family file you were working on before exiting the

program appears on the screen.
To view all the files, click on “File”, go to the bottom of the box and you will see a list of the PAF files. You can
select the file you want to work on.

9. VIEWING 2 DATABASES ON THE SAME COMPUTER SCREEN

* You can switch between 2 different databases on the same screen by selecting either “Tile
Horizontally” or “Tile Vertically” under the “Window” on the “Menu Bar”.
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10. SHORTCUT KEYS IN THE PAF PROGRAM

These are some of the shortcut keys-

Ctrl+ A Add Individual Ctrl+L Add Child Ctrl+F Individual List
Ctrl+ D Descendancy List Ctrl+L Add Child Ctrl+S View Individual
Ctrl+M Multimedia Ctrl+H Mother Screen

Ctrl+O Open File Ctrl+ T Father Ctrl+F4 Close

Ctrl+ P Print Ctrl+I Edit Individual Ctrl+Home Home Person
Ctrl+N Notes Ctrl+U Add Spouse Shift+Ctrl+P Preferences
Ctrl+R RIN/MRIN

11. HOW TO EXIT PAF SECURELY

*  When exiting PAF you could go to “File” on the “Menu Bar” and select “Exit” at the bottom .
This option closes the file you are currently working on. This is a better option than closing by using the “X”_on
the Right of the screen. By choosing “Exit” you will not click on the wrong “X”. and close before you are ready.



