


Guide for Training


the


Ward Family History Consultants





Called to Serve in the Wards


of the


Ammon Idaho Stake





















































prepared by


Gayle Dean Hix, CLS


Stake Family History Consultant














Copyright January 2004 by Gayle Dean Hix, CLS.  All rights reserved.  Certified Lineage Specialist and its short-form CLS are service marks of the Board for Certification of Genealogists® and used here under license.


�
Introduction








As you know, the sole responsibility of a stake family history consultant is to train ward family history consultants.  The Ammon Idaho Stake guide for training ward consultants has been updated again. The purpose is still the same - to help the stake family history consultant do a more effective job of training ward consultants. There are eight lessons in the ward family history consultant training guide.  They are:





• Ward FH Consultants - An Overview





• Basic-Level PAF 5 





• Basic PAF Notes and Sources





• Basic PAF Reports and Backup 





• Deciding What to Research





• Using Vital Records Indexes





• Preparing Temple Names





• Submitting Temple Names





Stake family history consultants should survey the ward family history consultants before starting training classes.  The schedule for the stake-level training program will be established depending on the ward consultants answers to questions such as:


• Should the ward consultant training be provided monthly?


     • When is the best time, and what is the best location for the training?


• What training do they want during the remaining four months of the year?  This assumes


   that they selected the monthly option above.


• What individual training would they like to have?





Stake family history consultants and ward family history consultants should each be doing some of their own family history to set the example for ward members.  Stake family history consultants and ward family history consultants should be making frequent trips to the temple and recommending that ward members do likewise.  Stake family history consultants and ward family history consultants should be making frequent trips to the family history center, the public library, and the county courthouse, and recommending that ward members do likewise.  I pray that you may have much success in your callings as stake family history consultants and as ward family history consultants!





GDH


�
Ward FH Consultants - An Overview











This lesson reviews the responsibilities of those called as ward family history consultants, then gives suggestions for making their job easier.





Ward family history consultants are called by the bishop and reflect the personality of their ward.  Bishops seem to select the ward member or members with the most interest and experience in family history for this calling.  Even so, there is a wide range  of experience within the stake of those called as ward family history consultants.  This wide range of experience must be taken into account when designing ward and stake family history training programs.





The assumption is made that a newly-called ward consultant is someone who works well with people and knows how to get them to the local family history center.  Some  ward consultants enter their new calling at that experience level.  Training will be provided by the stake family history consultant, with the goal of raising the experience level of all ward family history consultants to “intermediate” within one year after they are called as ward consultants.





At the intermediate level a ward family history consultant should be able to:


• Help members compile information on 3-5 generations. 


• Teach the basics of PAF 5.


• Teach the basics of TempleReady.


• Teach use of the Vital Records Index CD sets


• Use familysearch.org and the internet.





The first responsibility of ward family history consultants is to help members identify ancestors for whom information is readily available and provide ordinances for them.  The Vital Records Index CD sets will be used in accomplishing this task..  The booklet A Member’s Guide to Temple and Family History Work is used as the text on how to prepare individual records for temple work.  A copy of this text should be given to each family at the beginning of their training.  Where possible, this instruction will be conducted in member’s homes.





The second responsibility of ward family history consultants is to teach the family history class during Sunday School.  The goal of this class should be the same as that of the in-home training - to help members identify ancestors for whom information is readily available and provide ordinances for them. The Vital Records Index CD sets and the booklet A Member’s Guide to Temple and Family History Work will also be used in this training.


	


The key to making the ward family history consultant’s calling easier is learning to coordinate with those in the stake who also have family history responsibilities.





Ward family history consultants should be aware of three stake callings who have family history responsibilities. These three individuals have callings that impact on the  calling of a  ward family history consultant.  The three stake callings and their family history responsibilities are:





The high councilor assigned to oversee temple and family history work.  In addition to his many regular duties, he supervises the stake family history consultant and instructs high priests group leaders in their temple and family history responsibilities.





The high priests group leader coordinates all temple and family history work in the ward.  In addition to his many regular duties, he supervises the ward family history consultant or consultants.





The stake family history consultant whose sole responsibility is to train ward family history consultants.





The discussion that follows applies only to coordination at the ward level.  Coordination at the stake level will be covered elsewhere.  Coordination between a ward family history consultant and his/her high priests group leader is very critical, and can best be depicted in the following scenarios.





Scenario #1


In this scenario a newly-called ward family history consultant is anxious to get started on his/her first responsibility - that of teaching members in their homes.  Should he/she call or talk to the Bishop?  No!  The ward consultant is supervised by the high priests group leader who coordinates all temple and family history work in the ward.  The high priests group leader will want to get answers from the bishopric and/ or other ward leaders.  Typical questions that the ward family history consultant might ask the high priests group leader in this scenario are:


• How many families should I work with at a time?


• Would day or evening be the best time for this training?


• Which families in the ward should I start with?


      • Will the bishopric or high priests group leader contact these families?





Training can begin as soon as the questions of the ward consultant have been answered by the high priests group leader. Ward family history consultants should call the stake family history consultant with their questions on family history research, procedures, and training materials. 








Scenario #2


In this scenario a newly-called ward family history consultant is anxious to get started on his/her second responsibility - that of teaching a family history class during Sunday School.  Should he/she call or talk to the Bishop?  No!  The ward consultant is supervised by the high priests group leader who coordinates all temple and family history work in the ward.  The high priests group leader will want to get answers from the bishopric and/ or other ward leaders.  Typical questions that the ward family history consultant might ask the high priests group leader in this scenario are:





• How many persons should I teach during each eight-week period?


• Which date would be best for starting this class?


• Which classroom will be available?


• Will a computer be available for use in this class?


• Which ward members will attend the next eight-week class?


      • Will the bishopric or high priests group leader contact these persons?





Training can begin as soon as the questions of the ward consultant have been answered by the high priests group leader.  Ward family history consultants should call the stake family history consultant with their questions on family history research, procedures, and training materials. 





You may find that you have better attendance in the Sunday School class if members are invited to attend or called to attend by a member of the bishopric.





Scenario #3


In this scenario a newly-called ward family history consultant is anxious to get started on his/her  responsibility of assisting members get temple work done for their ancestors.  The ward family history consultant talks to a ward member who has fifty temple names ready for ordinances.  Should the family history consultant or the ward member call or talk to the Bishop about this?  No, neither one.  The ward family history consultant should talk to the high priests group leader who coordinates all temple and family history work in the ward.  The high priests group leader will want to get answers from the bishopric and/ or other ward leaders.  Typical questions that the ward family history consultant might ask the high priests group leader in this scenario are:


• Should we have a ward temple excursion next month?


• Can we do the baptisms and confirmations on Friday evening the 12th?


• Can we do the initiatories, endowments, and sealings on Saturday the 13th?


• Will the bishopric or high priests group leader schedule this event with the temple?


      • Who will announce the upcoming excursion in Sunday meetings?





Arrangements for the ward temple excursion can begin as soon as the questions of the ward family history consultant have been answered by the high priests group leader.  Ward family history consultants should call the stake family history consultant with their questions on ward temple excursions, family history research, procedures, and training materials. 





Always let the Spirit guide you in summarizing and closing this lesson.


�
Basic-Level PAF 5








Most LDS ward members will have the latest version of Personal Ancestral File (PAF) on their home computer to use in recording and documenting their family information.  Those who do not have this software on their computer should be encouraged to do so.  Most ward members do not know the basics of using the PAF software program.  This lesson gives those called as ward family history consultants some help in resolving this problem.





Ward family history consultants work on this problem in at least two scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.





Scenario #1 - Preliminary steps for teaching in the home include:


• Loading the software - show member how


• Arranging the chairs - member at computer, consultant at side


• Turning on the computer - let member do it


• Waiting patiently for boot-up - both do it


• Selecting the program - let member do it


• Waiting patiently for program to load - both do it


      • Loading an existing data file - let member do it


 


Scenario #2 - Preliminary steps for class during Sunday School  include:


• Loading the software - consultant do it


• Arranging the chairs - one at computer, rest in semicircle


• Turning on the computer - consultant do it


• Waiting patiently for boot-up - consultant do it


• Selecting the program - consultant do it


• Waiting patiently for program to load - consultant do it


      • Loading an existing data file - consultant do it








Basic-Level PAF 5 for both scenarios consists of entering a name, a date, and a place, then repeating that process.  Simple enough?  There are a few rules to follow.  These rules are given in the booklet A Member’s Guide to Temple and Family History Work.  The ward family history consultant should make sure that copies are stocked by his/her ward, and pass out a copy to each individual being taught.  Pass out those copies at the beginning of this lesson.





Read or have someone else read the rules for entering a name from page 10 of the Member’s Guide.  Have the student enter their own full name following these rules.  Have the student repeat the process by adding their father, their mother, and a child.  





Verify and acknowledge that their entries are correct.  Make suggestions as needed.








Read or have someone else read the rules for entering a date from page 11 of the Member’s Guide.  Have the student enter their own birthdate following these rules.  Have the student repeat the process by adding a birthdate for their father, a birthdate for their mother, and a birthdate for a child.





Verify and acknowledge that their entries are correct.  Make suggestions as needed.





Read or have someone else read the rules for entering a place from page 11 of the Member’s Guide.  Have the student enter their own birthplace following these rules.  Have the student repeat the process by adding a birthplace for their father, a birthplace for their mother, and a birthplace for a child.





Verify and acknowledge that their entries are correct.  Make suggestions as needed.





Say - We don’t always find a precise date or place for an event, so we need a few more rules from the Member’s Guide.  





Read or have someone else read the rule for calculated dates from page 11 of the Member’s Guide.  Use the examples in the book plus some examples of your own to illustrate this rule.





Read or have someone else read the rule for approximate dates from page 12 of the Member’s Guide.  Use the examples in the book plus some examples of your own to illustrate this rule.





Read or have someone else read the rule for assumed places from page 12 of the Member’s Guide.  Use the examples in the book plus some examples of your own to illustrate this rule.





Show the student how to exit PAF 5 using FILE, then, EXIT.





Say - You have just learned the basics of PAF 5 and how to teach just the basics.  Now it’s up to you to practice  the basics and teach  the basics.  





Say - Later classes will discuss how to teach basic PAF notes and documentation, basic PAF reports, and backup of data.





Note - Always let the Spirit guide you in summarizing and closing this lesson.








�
 Basic PAF Notes and Sources











Introduction 





Most genealogists do not understand the basic use of notes and sources.   Many would not be able to tell you the difference between  a note and a source.  Early versions of Personal Ancestral File (PAF) used only notes. This lesson gives ward family history consultants a way to teach the basic use of both notes and sources to their ward members.





As always, ward family history consultants work on this problem in at least two different scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.








Notes 





The first step in both scenarios would be to define or describe notes by use of examples.  Then it should be rather simple to explain where to put them in PAF or another family history database.





Think about things written on scraps of paper.  Many of us actually do it that way.  We write important information on whatever piece of paper we can find at the time to record things we need to remember.  This time we decide that it’s a note.  Why did we do that?





The simplest definition of notes is to say that they are everything that are not sources.  Having said that, we must jump down the page to find the definition for sources.  Take away those scraps of paper and your pile contains only notes.  Now for two examples of notes and how to put them into PAF or other family history database.


	


We find in the 1900 census the family of William Hemmert in St. Charles, Bear Lake, 


Idaho.  (if copy not attached, contact author)





Which information goes into the data fields of your family history database?


	Name


	Birth month and year


	Birth state or country


	Calculated marriage year





 Which information might go into the notes of your family history database?


	Birth state or country of parents


	Year individual came to United States


	Citizenship status








Show each student or ward member how to put this information into their family history database.





We next find the WW1 draft registration card for Lyman Hemmert who was living in


 Wayan, Bannock, Idaho (if copy not attached, contact author)





Which information goes into the data fields of your family history database?


	Name


	Birth date


	Birth place


	


 Which information might go into the notes of your family history database?


		Occupation


		Description of height	


		Description of build


		Color of eyes


		Color of hair


		Knowing that he signed the document





Show each student or ward member how to put this information into their family history database.








Sources 





The first step in both scenarios would be to define or describe sources by use of examples.  Then it should be rather simple to explain where to put them in PAF or another family history database.





Think again about things written on scraps of paper.  Many of us actually do it that way.  We write important information on whatever piece of paper we can find at the time to record things we need to remember.  This time we decide that it’s a source.  Why did we do that?





The simplest definition of a source is that it tells where we got the information we wrote on a scrap of paper.  Now for two examples of sources and how to put them into PAF or other family history database. 





We refer again to the 1900 census the family of William Hemmert in St. Charles, Bear Lake, Idaho. 





Which information goes into the data fields of your family history database?


	Name


	Birth month and year


	Birth state or country


	Calculated marriage year


 





Which information should go into the sources of your family history database?


	Year of census


	Where census was taken


	Where copy came from


	Page of copy





Show each student or ward member how to put this information into their family history database.








We refer again to the WW1 draft registration card for Lyman Hemmert who was living in


 Wayan, Bannock, Idaho.





Which information goes into the data fields of your family history database?


	Name


	Birth date


	Birth place


	


 Which information should go into the sources of your family history database?


		Name of card file


	Where copy came from


	Page of copy





Show each student or ward member how to put this information into their family history database.








Notes in Sources





The first step in both scenarios would be to define or describe notes in sources by use of examples.  Then it should be rather simple to explain where to put them in PAF or another family history database.





Think again about things written on scraps of paper.  Many of us actually do it that way.  We write important information on whatever piece of paper we can find at the time to record things we need to remember.  This time we decide that it’s a note in a source.  Why did we do that?





The simplest definition of notes in sources is to say that they are things that we want to remember about sources that don’t fit anywhere else.  Now for two examples of notes in sources and how to put them into PAF or other family history database. 


	


We refer again to the 1900 census the family of William Hemmert in St. Charles, Bear Lake, Idaho.





Which information goes into the data fields of your family history database?


	Name


	Birth month and year


	Birth state or country


	Calculated marriage year





 Which information might go into the notes in sources of your family history database?


	A statement that there are five more children on the next page





Show each student or ward member how to put this information into their family history database.





We refer again to the WW1 draft registration card for Lyman Hemmert who was living in


 Wayan, Bannock, Idaho.





Which information goes into the data fields of your family history database?


	Name


	Birth date


	Birth place





 Which information might go into the notes in sources of your family history database?


		A statement that copies are available at NARA


		A statement that these cards are being scanned by Ancestry.com 


		


Show each student or ward member how to put this information into their family history database.





Note - Always let the Spirit guide you in summarizing and closing this lesson.


		


�
Basic PAF Reports and Backup











Introduction 





Most PAF users do not know all the reports that are available in PAF 5 or how to print and use them.   Most ward members would be able to tell you the difference between  a family group record (FGR) and a pedigree chart, but not much more.  Early versions of Personal Ancestral File (PAF) had only a few reports, but now there are many more. This lesson gives ward family history consultants information needed to teach ward members which PAF reports are most useful, and how to print and use them.





As always, ward family history consultants work on this problem in at least two different scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.





The basic PAF reports will be discussed in the order that they become available to ward members as they enter information into their PAF.  Useful lists will be discussed briefly.  The more advanced reports and charts will be mentioned at the end of this lesson under the title Other.








Basic PAF Reports 





After you have entered information on the first individual into your PAF, you will be able to print an Individual Summary.  Make sure you have documented all your information before printing this report.  Use a copy of the printout to check that you have entered all information that you have on an individual.  Mark up a copy of this printout with additional or corrected information and enter into PAF.  You can mail copies to relatives who don’t have computers or pass them out at family reunions. 





To print an individual summary - move individual to primary position at upper left of Family View screen, click the printer icon, click the Individual Summary tab, click Print at top right, click OK.  Note:  Do not change any default settings on these screens until you master the basics.





After you have entered information on the first complete family into your PAF, you will be able to print a Family Group Record (FGR).  Make sure you have documented all your information before printing this report.  Use a copy of the printout to check that you have entered all information that you have on this family.  Mark up a copy of this printout with additional or corrected information and enter into PAF.  The FGR is very popular for mailing copies to relatives who don’t have computers or passing out at family reunions.  They can also be sent to relatives as files on a floppy disk or as attachments to e-mail.





To print an FGR - move head of family to primary position at upper left of Family View screen, click the printer icon, click the Family Group tab, click Print at top right, click OK.  Note:  Do not change any default settings on these screens until you master the basics.





To send on a floppy disk - move head of family to primary position at upper left of Family View screen, click the printer icon, click the Family Group tab, click in Print to File box at lower right, click Print at top right, type name for file, change Save In to A:, click Save.  Send this floppy disk to your relative.  Note:  This file can be opened in a word processor and printed.





To send as an attachment to e-mail - move head of family to primary position at upper left of Family View screen, click the printer icon, click the Family Group tab, click in Print to File box at lower right, click Print at top right, type name for file, click OK.  Attach this file to your next e-mail to your relative.  Note:  This file can be opened in a word processor and printed.





 After you have entered information on more than one generation into your PAF, you will be able to print a Pedigree Chart.   Make sure you have documented all your information before printing this report.  Use a copy of the printout to check that you have entered all information that you have on each individual..  Mark up a copy of this printout with additional or corrected information and enter into PAF.  The pedigree chart is very popular for mailing copies to relatives who don’t have computers or passing out at family reunions.  They can also be sent as files on a floppy disk or attachments to e-mail. 





To print a pedigree chart - move individual to start pedigree to primary position at upper left of Family View screen, click the printer icon, click the Pedigree tab, click Print at top right, click OK.  Note:  Do not change any default settings on these screens until you master the basics.





To send on a floppy disk - move individual to start pedigree to primary position at upper left of Family View screen, click the printer icon, click the Pedigree tab, click in Print to File box at lower right, click Print at top right, type name for file, change Save In to A:, click Save.  Send this floppy disk to your relative.  Note:  This file can be opened in a word processor and printed.





To send as an attachment to e-mail - move individual to start pedigree to primary position at upper left of Family View screen, click the printer icon, click the Pedigree tab, click in Print to File box at lower right, click Print at top right, type name for file, click OK.  Attach this file to your next e-mail to your relative.  Note:  This file can be opened in a word processor and printed.








Useful Lists 





There are fifteen (15) different lists that can be printed from PAF 5.  Two of these lists have always been in versions of PAF and are used in making temple submissions.   The two lists are:





LDS incomplete individual ordinances - to print this list click on  printer icon, click on Lists tab, click LDS incomplete individual ordinances, click Print at top right, click OK.





LDS incomplete marriage sealings - to print this list click on  printer icon, click on Lists tab, click LDS incomplete marriage sealings, click Print at top right, click OK.








Other Reports





Stick to the basic PAF reports when you teach others.  Some of the other reports available in PAF 5 include:


	Ancestry


	Descendants


	Books


	Calendar


	Scrapbook








Backup of Data





You should back up your data file after adding names to your PAF.  The procedure to do this is outlined below.


	Insert a floppy disk in drive A:


	Click on FILE


	Click on BACKUP


	Type a name to identify your data file


	Click on BACKUP


	Click on OK when Backup Complete message appears


	Remove floppy disk from drive A: and store in a safe place





Note - Always let the Spirit guide you in summarizing and closing this lesson.





�
Deciding What to Research











Introduction





Most ward members do not know what to research on their family. This lesson gives ward family history consultants a way to help ward members decide what they need to research, how to find the records they should be searching, and how to search these records.





Lesson





The text for this lesson is a booklet entitled A Guide to Research. You should find copies at the family history center.  If you find enough copies consider passing out one to each student you teach.





First, we are going to select an ancestor to research.





We look on a pedigree or FGR for:�





Missing information - referred to as “loose-end events”.





Incomplete information - referred to as “loose-end events”.





Unverified information





Conflicting information





Next, we select a research question or objective. �





These take the form of a question such as:





Where was he born? or married?





Where or when did he die?





What were the names of his children?





Who were his parents?





The first step in selecting records to search is to identify a record category.


The first record category is compiled records.�


Let’s read what our text has to say about compiled records





			(have someone read the second paragraph on page 5)





Those cautions certainly are appropriate.  We’ll list the records they are talking 


  about.


			Family histories


			Biographies


			Genealogies with pedigree charts


			Family group records





Now, we should check for other compiled records.





		(have someone read the second paragraph in the right hand column of page 5)





We’ll list the records they are talking about here.  Remember, these records are available at the Family History Library, at family history centers, and on the internet.





Ancestral File - read from pages 5 and 6 of text.


IGI - read from page 6 of text


Family histories - read from pages 6 and 7 of text.


Other sources - read from page 7 of text.


			This includes the Pedigree Resource File (PRF) - CD’s available at FHC.	


The internet versions of AF and IGI do not contain ordinance data.	





The next record category is original records.�


Let’s read what our text has to say about original records.


(have someone read the third paragraph on page 5)


		(have someone read the center paragraph in the center column of page 7)





We’ll list the records they are talking about here.  Remember, most of these records are available at the Family History Library, at family history centers, or on the internet.


Vital records - read from page 7 of text.


Church records - read from page 7 of text.


Cemetery records - read from page 7 of text.


Census records - read from page 7 of text.


Probate records - read from page 7 of text.


Military records - read from page 7 of text.


Immigration records - read from page 8 of text.


Other original documents - read from page 8 of text.


The next record category is background information�


Let’s read what our text has to say about background information.





				(have someone read the fourth paragraph on page 5)





This may turn out to be the most interesting information, but could take up a lot of your time.


The last record category is finding aids�


Let’s read what our text has to say about finding aids.





			(have someone read the first paragraph in the right hand column on page 5)


	


		These are records that help you find a record or a name in a record.  They include indexes


		             and library catalogs.									The next step in selecting records to search is to choose a record type. �


(discuss Record Selection Chart at back of text)





You could also use Research Outline for that state or SourceGuide - show example.  





The last step in selecting records to search is to select specific records to search. �





Explain and demonstrate use of Locality file on computer.


Explain and demonstrate use of Locality file on fiche.  I think this is easier because you can look “sideways”.





Explain and demonstrate use of Research Outline and/or SourceGuide.





Then you need to describe the records on your Research Planning Sheet (RPS).





Note - Always let the Spirit guide you in summarizing and closing this lesson.








 �
Using Vital Records Indexes 











Introduction 





Most ward members do not know how to use the vital records indexes that are available.   This lesson gives ward family history consultants a way to teach the basics of using vital records indexes to their ward members.  These  indexes are intended to be used by ward members to find ancestors who need temple ordinances.  Temple work should also be done for persons in the same locality with the same surname as the ancestors. 





Vital records indexes are presently available for North America, Mexico, Australia, Western Europe, Scandinavia, and the British Isles.  This list will grow rapidly.





Only a few LDS ward members have the vital records indexes for use on their home computer.  Those who can afford to have this software on their computer should be encouraged to do so.  Wards may decide to purchase a copy of these CD sets for use by those ward members who cannot afford to purchase a set for their personal use.





As always, ward family history consultants work on this problem in at least two different scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.








Preliminary steps 





The first step in both scenarios is to install the Resource File Viewer (RFV) on the computer to be used for the training.  Put the RFV CD in the CD drive of the computer, click Start, select Run, type d:setup.exe, and press Enter.  Wait for the program to load.  The viewer is now ready to use.  





The vital records indexes are added to the list in a similar manner.  Double click the Resource File Viewer icon, select <Click here to add a Resource File to the list>.  Click on OK.  Wait -  then follow the instructions on the screen.  Repeat these steps for the first CD of each country that is to be used on this computer.  





Using Vital Records Indexes





As with most Windows programs, there are two ways to operate this program, Menu Options and Toolbar Options.  Choose the one that you or your student feels most comfortable in using.





Put a vital records index CD from the country you selected into the CD drive of the computer.  Start the program by double clicking the Resource File Viewer icon. The name of the CD set should be highlighted in the list on the screen.  If it is not highlighted, click on it, then click on OK.  If a birth record CD was inserted, the  Individual Search screen appears with the dot in Birth/Christening. You can click on marriage to change from birth/christening to marriage searches at any time, then follow the instructions on which CD to insert.





To use the vital records index search screen for birth/christening searches:


• Select a name to use as an example.


• Type in the minimum amount of information (name only), click OK.


• If more than 50 matches, click on Modify Search.


• Select county of birthplace, click OK.


• If still more than 50 matches, click on Modify Search.


• Type in birth year, click OK.


• Keep adding information until there are less than 50 matches.


• Look at the results and save the records that are your ancestors.


      • Clear the screen for the next search by pressing Erase.





To use the vital records index search screen for parent searches:


• Select names to be used as an example.


• Type in the minimum amount of information (names only), click OK.


• If more than 20 matches, click on Modify Search.


• Select county of birthplaces, click OK.


• If still more than 20 matches, click on Modify Search.


• Type in birth year range, click OK.


• Keep adding information until there are less than 20 matches.


• Look at the results and save the records that are your ancestors and/or their siblings.


      • Clear the screen for the next search by pressing Erase.





To use the vital records index search screen for marriage searches:


• Select names to be used as an example.


• Type in the minimum amount of information (names only), click OK.


• If more than 20 matches, click on Modify Search.


• Select county of marriage place, click OK.


• If still more than 20 matches, click on Modify Search.


• Type in a marriage year range, click OK.


• Keep adding information until there are less than 20 matches.


• Look at the results and save the records that are your ancestors and/or their siblings.


      • Clear the screen for the next search by pressing Erase.





If a marriage record CD was inserted initially, the  Individual Search screen appears with the dot in Marriage.  You can click on marriage to change from birth/christening to marriage searches at any time, then follow the instructions on which CD to insert.





Selecting and saving records to GEDCOM file


• Find record or records to be saved


• Use File, Save As to select Individual record in detail pane or in current view


          Select GEDCOM, then click OK


• Use Edit, Tag for tagging records


• Use Edit, Select Record to highlight record at cursor


• Use Edit, Select All to highlight all records found in a search


• Select GEDCOM, then click OK


	


Importing GEDCOM files to PAF 5


• Insert diskette into floppy drive of computer


• Click on Import in PAF.


• Make sure that source is A drive.


• Click on filename


• Click on Import.	





Using the RFV HELP information 


• Click on Help


• Click on Help Topics


• Click on a topic


• Click Open


• You can print, but be careful.  You may print the whole manual.	





Exiting RFV


• Click File


• Click Exit


• Click Yes





Note - Always let the Spirit guide you in summarizing and closing this lesson.








�
 Preparing Temple Names








Introduction 





The product of family history instruction in every ward should be temple submissions. This process becomes easier as computer technology advances. This lesson gives ward family history consultants the information needed to teach ward members how to prepare and select temple names.





As always, ward family history consultants work on this problem in at least two different scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.





Procedure





Note - The technology is advancing so rapidly that it is impossible to keep the procedures current.  Please use the updated procedures in Lesson 7 of the Basic-Level Sunday School Lessons guide for teaching this lesson.


�
Submitting Temple Names








Introduction 





The product of family history instruction in every ward should be temple submissions. This process becomes easier as computer technology advances. This lesson gives ward family history consultants the information needed to teach ward members how to process and submit temple names.





As always, ward family history consultants work on this problem in at least two different scenarios.  The first scenario finds the ward consultant teaching members in their homes, while the second scenario finds the ward consultant teaching a family history class during Sunday School.  The actual instruction is the same in both scenarios, but some of the preliminary steps may vary.





Procedure 





Note - The technology is advancing so rapidly that it is impossible to keep the procedures current.  Please use the updated procedures in Lesson 8 of the Basic-Level Sunday School Lessons guide for teaching this lesson.





� From “A Guide to Research”, page 4.


� From “A Guide to Research”, page 4.


� From “A Guide to
