Edit Places in Paf Pal
(Updated December 2008)
Handout 20
Paf Pal is an extra program that we have purchased here at the Family History Center. We recommend using two of its features when editing places. It will spell out cities, counties, and countries that it recognizes from its own database of places.  It expands postal abbreviations. It won’t fix everything but it will add USA to all places with the name of a State.  It is a great time-saver!  You can come to the Family History Center and use it here.   

Navigating around the Individual List:
· Restore your file or open the PRACTICE file.

· Click on Tools, Merge Duplicate Sources and Citations.  (It’s done in a flash!)

· Click on Individual List
· Arrange list by Rin #  (lowest to highest number)

· Arrange list by Rin # (highest to lowest number) 

· Arrange list alphabetically A-Z

· Arrange list alphabetically Z-A

· Adjust the margins so the birthplace shows in entirety.

· Using the bar at right side of screen, scroll up and down the birthplace list to get an idea of how many Postal Abbreviations exist and how many need USA added. Those are the 2 things we can easily fix in Paf Pal.
· WARNING: Once the action is taken, it cannot be reversed.  It can be corrected, but the process is tedious.  Just stick to the following 2 steps and then go to Paf Insight to finish editing places.
Step One:
1. Click on Tools
2. Choose Paf Pal from the drop-down menu 
3. Click on Clear/Change
4. Click on Expand Place Abbreviations. 
5. Put a checkmark in all 3 boxes. Click OK. 
6. Read over the list to see what it changed.  You may find other places that still need changing.  Don’t fret, we’ll show you how to fix them in Paf Insight.
Step Two:
1. Click on Add USA to Places with States. (It’s done in a second!)
2. Scroll down to the bottom to see how many places were fixed.
3. Click Close.
4. Now go to Paf Insight and click on Edit Places.
5. Refer to Handout 21 for further instructions.
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