EDIT PLACES in PAF INSIGHT
(Updated Dec. 2008)
Handout 21
1. Open Paf 5. Restore your file. Click on Tools, Click on Paf Insight.

2. Click “Edit Places”.

3. Notice top of screen: Title bar; Menu bar; Tool bar; and “Sort by” tool bar.
4. “Sort by” tool bar has 3 options. Click on the “Pick Arrow” to see: Largest to smallest, Smallest to Largest, and Count.  Go through the list one way, and then do it again by changing options.
5. Three Screens:

Place Editor (left pane) contains every place location in the database.
Individual List (right pane) contains every person in the database.



Details (low R. pane) shows details on those listed above. 
“Show/Hide” buttons, (Individual, Spouse, Parent, Notes).

6. Click on “View”  “Arrange Windows”.  This will bring the correct number of screens to all the different modes.

7. Look at places listed to find those requiring a correction.

8. Click on a place needing correction.
Note: When a place is selected in the Place Editor pane, all individuals with that place
will appear in the Individual List pane on the top right corner.
9. Click on individual name in top right box and the details of that person show in the lower right box.
10. Verify incorrect spelling or missing information. If needed, look it up. (See Handout 21a) 
11. Notice the number of times the same place appears in your file. By fixing it here, 

you are fixing it in all those places at the same time.
12. To prepare to edit, Double Click, then Single Click the highlighted place name.  
The highlighting disappears and the cursor is available for editing the place name.

13. Correct the place name including City, County, State, and USA. 
14. Press Enter to complete the transaction. (If there is a correct entry elsewhere in the file your correction disappears from where you saw it and is absorbed into the correct entry.)
15. Click on the up arrow once or twice to get back to where you left off.

Click Drag and Drop Method:
Note: If you have a correct place and an incorrect place that are the same place:
16. Click to highlight incorrect place.
17. Drag the incorrect place and Drop when the Pointer is on the correct place name.
18. Read the screen: “Change all instances of:  “Incorrect place” to “Correct place”?
19. Click OK to accept correct entry.  If it shows up wrong, Click Cancel, then try again.
To Save and Exit:
20. Click “Save” ICON to save all changes. 

21. When done editing places in Paf Insight, Click File, Exit or click on the top Right “X”.
22. Displays the Paf “family” view screen.

23. Do a backup of your edited file and say “yes” to replace it.

To find Unknown County while still using Paf Insight, see Handout 21a.
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