Search the IGI with Paf Insight

(Updated June, 2006)

Handout 23
1. Open Paf.5. Restore your file. 
2. Click on Tools, Paf Insight and wait for it to open, and then click on Search IGI.                                             
3. Type in your username and password and Click OK                                                   (Note: If you do not have this information, ask your ward clerk for a copy of your membership record so you can get registered.)
4. Screen appears with three sections displaying:

· Top left pane = Individual List - Contains 5 columns:                                                                Status, Primary Rin, Primary Name, IGI name and % Match.
· Top right pane = Search details - contains 3 columns:                                                                    Status, Results, and Search/hit description.
· Bottom half of screen = Details: with 4 “show/hide” buttons that reveal or hide (when checked or unchecked) information about:                                                                                  I (Individuals), S (Spouses or marriages), P (Parents) and N (Notes).

5. The Toolbar contains all your options: Save – Previous – Next – Update -              Search exact year – Search - Stop Search - Stop Current Search
6. Click on Search exact year. If you decide to search a larger range after searching exact year, the original year will not be searched again.
7. Click on Filter.  You can do different searches.  The default is “Needs Ordinances.”
8. Check out the drop-down menus (at top): File – Edit – Mode – View – Action- Help
9. Highlight a name and Click on Search.  (Notice the Status column indicates the search progress. The Search Details screen shows the process of the search as it happens.)
10. When a match is found, the name is listed directed below the original name. Highlight the first match as soon as it appears, as you do not need to wait for search to be done. The Left Pane below is your information and the Right Pane below shows information found on the IGI by Paf Insight.
11. Compare information: Birth, Birthplace, Death, Death place, Burial, Burial place, Spouse, Parents, and Individual Notes by scrolling down and up. (Try scroll wheel) 

· Pink highlighting indicates differences in the 2 records. 

· Green highlighting indicates IGI contains information your record does not have. This data is automatically added to your record if updated. 
· Click on the extreme right drop down list and click on the option you want:     Add as New, Merge, Add as #1 or Ignore. 
12. You can also indicate if you want notes and sources transferred as well.  Click on the highlighted yellow pencil, and follow instructions on pop-up screen.
13. Check all 3 records - Individual, Spouse, Parents - to see ordinances available that you want transferred into your record. Check the ones you want transferred.
Note: Green highlighting indicates IGI information your record does not have. This checked data is automatically added to your record if updated. If you do not want to transfer this information, click on the box to remove the check mark.
14. Click on Update on toolbar to transfer information to your record.

15. Click on Save on toolbar to save information to your paf file.

16. Using the same process, check all the names on the individual list.
 
17. 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.
18. Click File, Exit to end the Paf Insight Program or click the top right X.
19.  Be sure to do a backup!
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