INSTRUCTIONS FOR USING THE WMB APPLICATION TEMPLATE

PROGRAM TO PREPARE COMPUTER-GENERATED SAR APPLICATIONS 

(WMB SAR Application Template Program, Version 2.00, April 2003; SAR Form #0915, February 2003)
Introduction         
This program is designed to print the text of the SAR membership application form and the data inputs (i.e., names, dates, places) for a specific applicant simultaneously on sheets of archival paper obtainable from the NSSAR Merchandise Department.  It accommodates all five of the different types of SAR applications -- regular, memorial, junior, youth, and supplemental.  Put an X in the box (by clicking on the box) that applies to the type of membership application you are preparing.  To use the program you need to have an IBM-type computer with Microsoft™ Word 97 or a later version of Word.  The two template program files can be downloaded from the NSSAR website.  There is no charge for the program.  It can be used by members and also by prospects. 

Instructions for Preparing an Application

1. The Program Files – The program includes a file named BrisInst.doc, which contains the instructions, and a file named BrisTmpl.dot, which contains the template for the SAR application.  
2. The Application Template – If you have not already done so, download the template file from the SAR website now.  Open the file and the blank application form will appear on the screen as a Word document.  

3. Template Locked – The application form on your screen will be named "Document 1".  The application form text will be "locked" so that it cannot be erased or changed when you fill in the application.  At this point I suggest that you print a copy of the blank form to see what it looks like.  As you will see, there are no dots on the application template; in lieu of the dots, there are lines separating the generations.  There are expandable boxes in which to enter data; the data will be printed in a boldface font.

4. Rename the Form – Before entering any data use the "Save As" command to change the document's name to something meaningful -- for example, "SAR App for Thompson, George A."  The original template will remain unchanged in the folder in which you saved the template, ready to be used again.
5. Entering Data – You will be able to enter data only in the boxes on the templates.  The boxes will expand or contract as you enter data.  For example, the zip code box will expand as you type to enable you to enter the base zip code and a four-digit extension.  To move from box to box, use your mouse or the tab key.  Although you will not be able to change the text on the template, see 9 and 10 below regarding "Extra Lines Inadvertently Created" and "Template Text Inadvertently Moved."
6. Message Boxes – There are several boxes with messages.  To activate one of these boxes, click with the left mouse button and then press the F1 key for a help message.  Remove the message from the box with the backspace or delete key before entering data in the box.

7. Adding and Editing Data – If you don’t have the data for a particular box when you are initially entering the data, you can go back and add it later.  Also, you can edit the data you entered in a box if you find an error or get revised data.  Use the mouse to get to the box where you want to add or change data, click on it, and make the new entries in the same manner as you would if you were working with any other Word document.

8. Formats for Dates and Places – Dates and place names must be entered on the application in the manner prescribed by the SAR.  For dates the prescribed format is dd mmm yyyy (e.g., 20 Dec 1927).  For places put a forward slash (/) between the city and the county in the child “Place of Birth" section, and put a forward slash between the CITY and the COUNTY in the "Bloodline" section.  If the name of a city or county or both are missing, leave a blank(s) before the /.  For example, city/space; space/space.
9. Extra Lines Inadvertently Created – As indicated in the first help message, if you type too much text on a line, the text will wrap around to the next line, thus creating an extra line on the page.  When you print the page, a number of lines equal to the number of inadvertently created lines will print out on the next piece of paper.  You can avoid this by watching so that you stop typing before you reach the end of the line or by backspacing if you see that the line has wrapped.  This is most likely to happen on lines 1, 3, and 4 at the top of page 1, on the lines in the generations section of page 2, and on the lines on page 2 for the ancestor's Revolutionary War service.  The messages in the boxes in some of these sections will tell you what to do if you create an extra line.  If you print the filled-in form and then discover that you have inadvertently added lines, one way to find out where the extra lines are is to line up side by side the filled-in application page you printed and the blank application you created earlier.

10. Template Text Inadvertently Moved – As indicated in the second help message, typing too much text in a box will cause template text to the right of the box to move further to the right.  For example, on the second line of page 1, if you type too many words before "Gen.#," it will cause "Gen.#" to move to the right.  This problem is most likely to occur on one of the lines in the Bloodline section.  For example if you had an ancestor named Christian Rodamacher Segendorph, you would have to abbreviate one of his names to make it fit.  You may want to open a test document and then intentionally cause a wraparound and intentionally cause some template text to move so that you can see how to make the necessary adjustments.

11. Archival Paper and Printing – Although draft copies may be printed on any kind of paper, the form that is submitted to the NSSAR registrar must be printed on official NSSAR blank application paper.  This paper is special watermarked paper that has been selected by the SAR for its archival properties.  It is available through the NSSAR Merchandise Department – or you might be able to get the sheets of paper you need from a member of the chapter, e.g., the registrar.  Before you print, you must go to File, Print and set the Page Settings to print only one page at a time.  Print the front side of the application.  Then turn the paper over and print the backside of the application. 

SUPPLEMENT TO INSTRUCTIONS FOR WMB APPLICATION TEMPLATE

Forms Toolbar – There is a "forms toolbar" in Word.  Do not use it.  If you do, you might accidentally erase or change the text of the template.  

National and State Numbers – At the top of the front of the form there are boxes in which to put national and state numbers.  If you are working on a supplemental application, fill in the boxes.  If you are working on one of the other types of applications, the boxes should be left blank.

DAR Record Copy – In the "References" section toward the top of page 2 of the membership application, it is indicated that a "DAR Record Copy" can be used as a proof for the bloodline.  It is suggested that you check the section in the SAR's green pamphlet, "Preparation of Applications Requirements," for additional information on what constitutes an acceptable "Record Copy."

Co- Sponsor – At the lower-left of page 2 of the application, there is a block for the co-sponsor.  This co-sponsor block needs to be filled in for all but supplemental applications.  

Uninstall – The program can be uninstalled by deleting the program files that you downloaded.

Saving – You will probably want to create a separate folder, perhaps in your documents file, in which to save applications on which you are working.  To protect your work, save frequently.  

Printing – To avoid wasting archival paper, always run off the pages of the application on regular paper until you are sure that they are OK.

Desktop Icon – If you will be a frequent user of the program, put a shortcut to the program on your desktop.

Prospects – Remember to check with prospects with whom you are working to see if they have a usable version of Word.  If a prospect has one, he can do most of the data inputting, and you can exchange forms by E-mail to check revisions.

Other Applications – Once you have created and saved an application, you may be able to use it as a starting point for another application or a supplemental.  Examples are an application for a brother, an application for a member of your extended family who shares part of your lineage, a supplemental application.

