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Step by Step Name Submission Using PAF And TempleReady
by Dean R. Richmond

Please read through the TempleReady guidelines and the Temple submission information
articles provided before using this step by step guide.

1. Research your ancestor’s information — You should complete as well as possible your
ancestor’s — first and surname and include any middle name or initial, if known. Only one date
is required to submit a name to the temple; birth, christening, death, burial or marriage. If the
person was born with the last 110 years, a death date is required. Children who died before the
age of 8 require only the sealing to parents ordinance work. Establish the location of events, and
fill in the information completely — including city, county, state and county.

2. Check your records against the 1GI. — You need to check you records against the IGI to
verify that the work has not been done previously. Log on to www.FamilySeach.org and sign on
to the page. If you have not previously done so you need to log on as a Church Member. You
need your confirmation date and membership number to register for access to the Temple
information listed in the IGI. If you don’t have the information, see your ward clerk for a copy
of your membership record. Once you have signed on, click on the SEARH tab near the top of
the page and then click on the International Genealogical Index tab at the page’s left side.
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3. Enter your information — When entering your information use a broad search. Enter the
name. IMPORTANT — remember to use variations in spelling. Enter the date with a 5 year
range. Enter the Region, County and State if known. If you are unsure of the location leave it
blank. If the father’s name is known, I suggest you complete a search with it and without it.
Consider all the variations of how your ancestor may be in the database to verify that your
ancestor’s work has not been completed.
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4. You find information — If you are fortunate to find your ancestor’ IGI record while online at
FamilySearch, record the information into your PAF database. To select the dates, use your right
mouse button to copy, and then paste into your PAF database. Select the appropriate Temple
Code in PAF. You may find errors or incomplete data with the IGI record. If this occurs it is
NOT necessary to resubmit the name. The work stands for that person. Often you may have to
check multiple records to gather all the temple information, e.g., one record may have only
baptism, another only endowment, and another only sealing to parents. Often the Temple Code
is not listed with the ordinance date. Check other records and you may be able to piece it
together. No having a temple code listed does NOT mean the work needs to be redone. If your
ancestor is not listed in the IGI — now you have an opportunity to do a great work.
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5. Export your ancestor’s name for TempleReady — In PAF you need to export the name you
plan to submit to a file to be used by TempleReady. Go the Top Menu. Choose File and then
select from the drop menu Export to TempleReady for Windows. You can also choose the
fourth icon from the left from the icon menu.
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PAF will show you whether or not the person qualifies for ordinance work. It is helpful to click
the “Show results only” in the filtered List box. This helps to verify you are submitting only
those names you plan to submit.

Once you have selected your individual(s) or family, click of OK. The software will then ask
you whether you would like certain submission options. In you decide to forgo on some options,
I suggest you click the option to have the word “Submitted” in date fields.
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You are then asked to save a gedcom file. Remember where on your HD you save your file.

Take a moment to read the TempleReady instructions.
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For your own records print the submission report. Make sure your information coincides with
the individuals you want to submit and the ordinance work the report lists to be completed.

6. Transfer your submission gedcom file to a 3.5” floppy disk — Use Windows Explorer to
find your file and copy it to your disk. | suggest you keep a back up of the file on your HD. You
need to take a second formatted 3.5 floppy disk with you to your Stake Center FHL.

7. Submission with TempleReady — At the FHL find a computer with the TempleReady
software. Insert your 3.5 floppy disk into the floppy drive. Find the TempleReady (TR) icon
and open the software. If you get confused with these instructions, not to worry, your local
family history consultant will be able to guide you through these steps. Upon opening
TempleReady the first image on the screen will appear as below. Click on the icon image of the
Temple to the left. Menu item — “Submit Family Named for Temple Ordinances”.
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8. Choose your file — TR will show the process you will go through to complete your temple
name submission. The software will open the 3.5 floppy drive and read the disk looking for
compatible files. Select and click on the gedcom (.ged) file you would like to submit. Select the
“NEXT” button on the bottom right of the screen to move to the next screen.
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9. Select families or individuals — Once you have selected a file, TR will open the file and read
the data. The software will prompt for a name or family listed. The dates shown in the example
below show the ordinance work was completed in 2002. The “****” means that the names is
either not being submitted, the name has already been submitted but the work has not been
completed, or there is not enough information to complete the ordinance. The small icon of the
temple indicates the ordinance work that has been approved to ordinance work. When you have
completed reviewing this page, select the “NEXT” button on the bottom right of the screen to
move to the next screen.
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10. Check and correct records — This display shows on the proposed ordinance work for each
individual. TR will default and select all the approved ordinances to check for duplicates. You
may choose to uncheck certain names — but it is best to go with the default. Any unchecked
names will not be submitted to the temple. When you have completed reviewing this page,
select the “NEXT” button on the bottom right of the screen to move to the next screen.
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11. Check for duplicate records — TR will then check your records against the names in the
International Genealogical Index (IGI) for duplicate records. If no duplicate records are found
then your records will be approved for submission. TR will then give you the summation of the
individuals and ordinances that were approved. Although the software is set up to check the data
from the HD on the computer, | often find that the software will request a certain IGI CD to
check the records. When this occurs, ask the librarian for the IGI book containing the CD’s and
insert the appropriate CD and close the drive. TR will then check from the CD for duplicates.
When a duplicate record is found, TR will show two windows — one with your record
information and one with a possible duplicate. Select whether or not the record is a duplicate
and click NEXT.

IMPORTANT NOTE: Many times when TR does provide a duplicate person there may
not be any unique information that will correlate to you ancestor. If there is any doubt, I
suggest you submit your ancestor’s name and complete the work. Minor variations in
spelling, dates, or locations do not require you to resubmit the name.
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12. You are almost done. Verify your submitter information and check whether or not you
would like your information to be recorded with your submission. The choice is yours — but |
usually check Yes.
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13. Provide Proxies — At this screen you will decide who will provide the proxies for the
temple work. You can choose to be responsible for the work or allow the temple to do the work.
When you have completed reviewing this page, select the “NEXT” button on the bottom right of
the screen to move to the next screen.
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14. Printsubmission report — TR will then prompt you to print a Temple Submission Report
which is again a summation of the names and the ordinances. If you want to print the report
select the “PRINT” button at the bottom of the screen. When you have completed reviewing
this page, select the “NEXT” button on the bottom right of the screen to move to the next screen.
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15. Save your TempleReady file — TR will now prompt you to save your file your 3.5” floppy
disk. Depending if you want a back file TR will prompt you to insert a second disk. Be sure to
label the disk which you will take to the temple and which is your back up disk.
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16. TempleReady submission completed — TR will save your information to your disk and
now take your disk to the temple. Click “DONE” and you are finished. If there are additional
files you would like to submit repeat the process with the newly selected file.

17. Final Step — When you attend the temple, take your disk to the Family File desk, and ask
them to print the names on your disk. Before beginning your work, it is good to look over your
cards and check them against he submission report created by PAF and the submission report
from TR to make sure you are submitting the name you want and that the are no card missing.
Once you start the temple work, keep track of your cards. Ifa card is lost you will have to
resubmit the name. Enjoy you work.
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