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Handout 18
When you have a file with over 1,000 individuals, it is usually best to split it into smaller files of less than 500 in order to do the clean-up process.  We suggest that you keep the large file and rename it as your “MASTER File”.  From this MASTER file, we can split out smaller files.
Exporting out Five Generations of ancestors:
1. Open up your Master File. Click on the Pedigree tab.
2. Highlight the name of the beginning individual in the pedigree you will export.

3. Right click on that name and left click on, “Move to Primary”.  Look at the pedigree.
4. With that name still highlighted, Click Export icon on the toolbar.

5. Click Partial and then click Select.
6. Confirm that name is still highlighted. Click on Pick Arrow in the relationship filter box.
7.  Click Ancestors, then Select.
8. Ancestors screen appears.  Type “5” in Number of generations’ box.  Type “1” in Descendant generations.  Check Include Spouses and Include all Parents. Click OK.

9. You can deselect your children (because you only want your ancestors) as follows: 

a. Confirm the primary person is highlighted. Click on Pick Arrow in the relationship box and choose Descendants, and then click Deselect.
b. To re-select your primary person, confirm that name is still highlighted. 

c. Click on the Pick Arrow in the relationship filter box.  Click Individual and then click Select.

10. Under Filtered List, click in box Show results only.  Confirm this list meets with your approval.  (Note: the number of individuals selected is shown in lower right corner.)
11. Click OK and then Click Export.
12. Select the desktop (or the drive) where you want to save your GEDCOM file. 
13. Type a name for this GEDCOM, and remember the name, so you can find it when you import. This is a temporary name for a temporary file.  
14. Click Export.
15. When done, a screen appears showing how many people were exported. Click OK.
Importing a GEDCOM file:

1. Click on File, and then click on New.  
2. Type in a permanent name for this file. Click Save.
3. Prepared By screen appears.  You must fill in at least 3 lines and then click OK.

4. Click on File, Import, or click on the Import icon.
5. “Look in” box shows Desktop, (or the drive) where the GEDCOM file is located.  

6. Select the GEDCOM by clicking on it and then Click Import.

7. Check all 3 boxes. Click OK.

8. If the error list is long, click on File, Print to save the list. If the list is short, write down the RIN#’s. You’ll need to fix these errors. Click on X to close the box. 
9. A box then appears showing how many individual were imported. Click OK.

10. Fix any errors, if any, which were listed in Step #8.
11. Now you are ready to clean up this file and prepare it to be added to your own file or to whatever file for which it is intended.  (See “GEDCOMS, Exporting and Importing”)
12. To change RIN # of Primary Person, Use Paf Insight, Edit RINS and Pedigrees feature.
13. Remember to delete the GEDCOM from the desktop. It is no longer needed.
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