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Note: There are 25 pages of instructions in the Paf Help menu.  This is a short version!

A specific source is only created once!  That same source can be used over and over again.
(i.e. Pretend you found burial records for 5 different ancestors on one specific website.) 
You want to create this source and then use this source for 5 different individuals, so . . .
You first create the source without any “actual text” or “comments” 
Then, you Select that source for a specific ancestor. 
Now you will type in Citation Detail specific to that individual.  See example that follows:

Creating a new source within the Edit Individual Screen:
Double click on an individual to get into the edit screen.

Our source is specific to the burial place, so click on the “S” at the right side of burial place.
(If it is not already on the list,) click NEW
For the Title, type in:  Utah Cemetery Burials Database
For the Author, type in: State of Utah
Click on Repository, and then click ADD
Type in http://history.utah.gov/apps/burials
Click OK. (You have created a new repository and it is highlighted on the list.)
To link that repository to your Source, Click Select. 
Now Click OK. You have successfully created the Source and it is highlighted.

From the list, choose: Utah Cemetery Burials Database. Click Select.
NOW you are ready to add Actual Text specific to this individual’s burial.
Using the task bar, you can copy from the website and paste into Paf.  (See instructions below)

To Copy and Paste Citation Details, such as the information in the burial record:
Leave your Paf file open while you go after the Citation Details.

Get your Citation details on the screen.
Highlight the citation, then R-click and select Copy to copy what you have highlighted.
Open WordPad    (go to Start, Programs, Accessories, WordPad)
L-Click on Edit, then Paste Special, and then choose Unformatted text.

Now Highlight this citation again and R-click and Select Copy again.

Return to your Paf file and Paste what you have copied in the Source Comments field.

Click OK, you are back to the edit individual screen. 
(Look for the * by the S to indicate that a source exists.)
Click Save
Memorize Citation and Repeat 

If you want to cite the exact same source and citation in several individual records, such as with a Census Record that lists several family members:

1. Display the individual’s record that already has the citation you want to copy.

2. Double-click the appropriate source button.

3. Click on the icon at the bottom, second from right (it looks like 1 page in front of another page and if you hover over it you’ll see the words, Memorize Citation and Repeat.)

4. Click OK and then Click SAVE
5. Go to the individual’s record where you want to copy the information.

6. Double click the appropriate source button.

7. Click the icon at bottom far right, Paste Memorized Citation.
8. Make any needed modifications.

9. Click OK.
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Click on Tools, Merge Duplicate Sources and Citations.  Do this once in a while.
Click on Edit, Source List.  Note all the button choices at the bottom.

Click on Edit, Repository list. Note all the buttons choices at the bottom

Sources can be linked to 7 different fields in the individual edit screen (birth, death, burial, etc.)
Sources can be linked to 4 different fields in the marriage screen. (Date, place, temple date, etc.)
You can add more than 1 source to the same field. (Citation 1, Citation 2, etc.)
You can add pictures or images in your sources.
In creating sources, there are two rules:

1. Keep it as simple and uncomplicated as possible.


2. Be consistent in how you create the Source Titles (see examples below.)

Three Ways to Create Source Titles
- by Place or Country:

· England: 1881 Census

· England: St. Peters Church, Yorktown

· Utah: Vital Records

· Utah: Cemetery Burials Database

· Idaho: Vital Records

· Denmark: 1881 Census 

· United States: 1880 Census

· United States: Social Security Death Index

- by Type of Record:
· Vital Records - Utah
· Vital Records - California
· Census: 1881 England

· Census: 1880 United States
· Journal: Washington F. Anderson

· Personal Knowledge: Marc W. Anderson
· Headstone – Salt Lake City Cemetery

· Headstone – Mt. Olivet Cemetery in Utah
- by Surname:
Anderson, Marc W. family records
Ivie, James Alexander - history
Palson, Sven Oskar (1919): Interview in 1979
Angell, Lavinia – personal history
Anderson, Washington F. - Journal
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