Match/Merge and More in Paf 5
 Handout 14
Each time you import a GEDCOM into your file, you will need clean up your file again.  To facilitate this process, it is helpful to have at least two or three individuals in the imported GEDCOM who match individuals already in your file. We don’t want to delete duplicate people, because we will then lose links to parents or children.  Instead, we want to Merge duplicate individuals.  This way we can preserve all linkages and other pertinent data, such as dates or places. 
Please note: we recommend doing Match/Merge using Paf Insight here at this center.  If you don’t have 
Paf Insight at home, you can follow these instructions step by step.  (Demonstrated in handout 13) 
Step One:  Open up your file. Click on Tools, Merge Duplicate Sources and Citations (watch it go)
Step Two:  If the AFN# (Ancestral File Number) matches, they are exactly the same person.
· Click on Tools, Match/Merge 
· If you already have a backup, say NO.  If not, make a backup now (in case you goof.)
· Click on Ancestral File Numbers (AFN)
· Put a checkmark in Automatically merge exact duplicates, then OK
· Click on Next Match, (watch it go)
· Click Close.  (You have to close in order to see how many were automatically merged.)
Step Three:

· Click on Tools, Match/Merge, say No (no backup needed if you already have one)
· This time choose Names with Exact Spelling, then OK
· Click on Next Match.

· Decide if you have a match by clicking on all three tabs: Individual, Marriage Information and Family Information. Watch for duplicate spouses and parents also and write down their RIN#s.

· In this process, the program preserves the information on the Left and brings in any new information from the Right side. However, you can put a checkmark by a field in the Right screen if you prefer that information, or you can switch places, by clicking on Switch.
· If the individuals match, click Merge.  If not, just click on Next Match.       
· Go through those you wrote down using the Find button, right and left sides 
Step Four and More:

· Now, get out of Match/Merge (click Close) and get into the Family screen – any family.

· Click on Search, Marriage List

· Look for other duplications of spouses.
· Write them down, then go back to Match/Merge and do them using the Find feature on each side.
· Finally, you can look for more duplicates by going through the Individual List, but be careful to watch for father and son with same name or siblings with same name where one died young.
· Another Option: Go to Print Reports, Lists, Duplicate Individuals, Preview.  Determine which actually are duplicates, then use the Match/Merge feature to merge duplicate individuals.

· When done, be sure to make a back-up. 
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