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Handout 19
1. Open Paf 5. Restore your 5-generation file.

2. Click on Tools, and then click on Paf Insight.
3. Click on Merge. This brings up Paf Insight – Merging.   
- The top 2 columns - Primary Name and Secondary Name - show all possible matches. - The lower section shows the details on these 2 people side-by-side – Primary Individual and Duplicate Individual.  All of these people are in your file.
4. Notice the % Match column. This shows the higher or lower percentage of possibility of a match.   Differences are highlighted in PINK. The GREEN color indicates new information on the right that is entirely lacking on the left.  To see marriage information and parents’ information, you must use the scroll bar to the right to scroll up and down.
5. The computer merges from right to left.  If there is information in the right section titled, Duplicate Individual which you prefer to keep over what is in the left section, you need to check the white small square box beside it - or you can choose to Switch places. 
6. Choose the appropriate action from the list next to the event: 

· Merge – merges with the Primary record anything you have checked.
· Add as #1 – Add as the primary data for this event, if checked. Any information you had will move to “Other Events.”
· Add as New – New information goes under “Other Events” in Paf, if checked.
·  Ignore – Choose this if you do not want to add this information for this event.

· Add – Adds a new marriage or adds new parents when merged.

· Replace, Combine, or Ignore – These are Notes selection choices
7. Look at the Icons at the top. Once you have made your choices, you can click on Merge, Switch, Research, or Not a Match.  Once you have chosen an action, a note appears in the left Status column stating the action you took. 
8. Check out all drop-down menus on the menu bar:
· Click on Edit, Preferences. Set your preferences.
· Click on View options to arrange your windows.
· Other menu items are: Cut, Copy and Paste. 

· You can Open a file from here instead of the way we did it.  

· You can increase the font size.
9. To continue, you can click on Previous or Next at the top, or use the up and down arrow keys on the keyboard, or just click on the next line with the mouse. 
10. Click File, Save at any time while working and again at the end to save changes in your database.  If you forget and try to exit or close the program without first saving, you will get a reminder “This document has been modified. Do you want to save your changes?”  Click Yes.
11. Click File, Close to terminate this procedure and begin another procedure… or 
Click File, Exit to end the Paf Insight Program entirely.  Be sure to do a backup!
Any use of this material for commercial gain is prohibited

To order Paf Insight, go to  Ohanasoftware.com.  The downloaded cost is $25. The CD is $35.
