Shortcuts and Tips in Family History
 (Oct 2008)
Handout 27
Remember that there is more than one way to do things.  Some people prefer using shortcuts instead of using the mouse.  Find what works best for you. (More shortcuts are in the Help menu, keyboard shortcuts.)
1.  No need to double-click. Just hit the Enter key after the first click.

2.  To bring a parent to the Primary Position, click on the arrow to the right of the name.

3.  F will bring the father to the Primary position in family view.
4.  S will switch parents as well as the up/down arrow in family view screen
5. M will bring the mother to the Primary Position in family view.
6. Click on the arrow to the left of a child’s name to bring that child to primary position.

7.  C brings up a child or the descendancy list so you can put a child in Primary position.
8. Right click brings up a menu.  Left click gives a command.
9. Three quick clicks will highlight all the words in a field (instead of dragging the mouse.)

10. Ctrl C = Copy – First, highlight the text you wish to copy
11. Ctrl V = Paste – this command will paste what you last copied
12. Ctrl R = find RIN, MRIN

13. Ctrl F = Find individual, then choose either alphabetical or by RIN number.

14. Ctrl Z = functions like the Undo key.

15. Ctrl A = Select all (highlights everything on the screen so you can copy it or delete it.)

16. How many people are in this file? Click on File, Properties
17. The red arrow takes you back to the home person.

18. Control, Home also takes you back to the home person.

19. Use the “ditto” feature by clicking on the pick arrow in the place field or date field. 
20. Put ~ (tilde) in front of notes to keep them private – then they won’t print

21. To view SPLIT SCREEN, right click on blank space on bottom tool bar, and then left-click on Tile Windows Vertically.
22. Re-format a Disk: On the desktop, click on My Computer, then do a right click on 3½ floppy (A:) and choose Format.  Follow directions.

23. Can’t remember how to do something? Just click on Help.
24. Learn to make use the following:
Tab - goes to next field

Delete = erases right 
Backspace = erases left
Insert = types over and replaces what is already there.
Scroll Wheel – goes up or down page (to change size of print, try Ctrl and scroll up or down.)
Page Up, Page Down keys or Click under the scroll bar or click over the scroll bar.

Down arrow – takes you to the next line down. Up arrow – takes you to the next line up.

Left arrow, Right arrow – moves curser R or L

25. See what types of files are on a disk or memory stick:

Minimize all open files so you can see the desktop.
Click on My Computer and then Click on 3 ½ Floppy (A:) or Removable disk. 
Look at the extension. File Extensions are shown below:
	. bak = Paf 3 or 4 backup
	.sub = Temple Ready Submission

	.zip = Paf 5 backup
	.xxx = completed submission

	.ged = Gedcom is a safe means of transfering information from one file to another.
	.doc = Word or Word Perfect document

.paf = Paf file
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