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PURPOSE

• PRS Volunteer Editors

• PRS Volunteer Publishers

DEFINITION

ROLES

The purpose of this Work Instruction is to aid volunteer editors of the PRS in 
transcribing data found in original Record Copies.

Annotations – In our context, annotations are often handwritten corrections and 
additions the applicant or SAR Staff Genealogists add. 

PDF - Abbreviation that stands for Portable Document Format. It's a versatile file 
format created by Adobe that gives people an easy, reliable way to present and 
exchange documents.

PRS – Patriot Research System, the Sons of the American Revolution online 
research tool for individuals who served or aided the United States during the 
Revolutionary War period.

Publisher – Approver, a role assigned to review and approve the work 
submitted by PRS editors.

RC – Record Copy.  

Record Copy – A scanned copy of an original member application.

SCOPE

This process should be used by all volunteers editing Patriot records within the 
PRS.



Document:
For Internal SAR Use Only

Effective Date: 27 Aug 2023

Revision: 2

PRS-009

Transcribing Record Copies - Part 1
How to Get Work

Contents:

3

4

6

7

9

Volunteer Dashboard Menu .....................................

Application Statistics and Filters by Society ............. 

Get Work .................................................................

Application Search Results ......................................

Reopening Saved Work ..........................................

• Have system access to allow them to perform this process. 

• Have been assigned a state(s) to work in.

• Understands how to log into the PRS system.

• Have completed this required training.

• Volunteers must follow these instructions. 

If you find an issue or problem where you can’t follow the 
instruction, please reach out to your state lead or email the PRS 
administrators at PatriotGraves@SAR.org

Terms and Help:
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A. Volunteer Dashboard Menu - From the PRS App, look for the Volunteers 
option in the upper right of the screen in the Action Tab Menu.

1. Click on the link to open the Volunteer Menu. Note: Always read the 
screens, as options may change occasionally.

2. Under the Member Reports section, click on the Application 
Statistics and Filters by Society option. 

Image 1

Image 2
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• Filters are used to limit the data by a range of Approval Dates. 

• The system defaults to All Applications, so that’s a good place to start. No 
changes are required in that case, and you can continue with the results.

B. The Application Statistics and Filters by Society report may take a few 
moments to run, so be patient. 

1. You see a Filter option at the top of the report screen. It is unlikely you will 
need to use these filter options. 

Image 3

Image 4
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2. This is a waterfall-type report, meaning you drill deeper into the report each time 
you click a link. Links are shown in Blue text in columns two (2) and three (3).

• The goal is to reach 100% in column eight (8) Percent Done, which means 
you have transcribed all available Record Copies.

• Some record copies may not be available. That quantity is shown in column 
nine (9), Remaining Unavailable Record Copies.

• By clicking on the state name in column two (2) Society, you expand the 
report to show individual Chapters (image 6).

Image 6

Image 5

The next section shows you can click on any red magnifying glass icon 
to view work.

List of Chapters within the state.
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3. To Get Work, start by reviewing columns three (3), four (4), five (5), and seven 
(7). Look at the line for Arkansas in the example below.

• Column 3 = Total Apps. This is the total number of processed and unprocessed 
applications.

• Column 4 = Record Copy Available. This column shows the number of application 
Record Copies that have been linked to an application. These are PDF file copies of 
the original member applications. Occasionally, it’s determined that an error has 
been made during this process, which causes the application record copy to not be 
available to you. The total number of these for Arkansas (example below) is 9 in 
column nine (9). 

1971  is the value of Column 3
-9 subtract the value of Column 9

1962 is the sum of these two numbers, reflected in Column 4

• Column 5 = Patriots Linked. Part of the processing of work includes linking a 
Patriot’s “P” number to the Application. We will describe this in detail in Module 2.

• Column 7 = Completed Lineages. The value of this field represents the number of 
applications that have been processed. If it’s less than the value of Colum 4, you 
have work available to be processed.

• To get work, click on the Red Magnifying Glass icon in Column 5, Patriots Linked.

• Available work will be displayed in a new report (see image 4) called the 
Application Search Results.

Image 3

Image 4Application Search Results Screen. List of applications waiting to be worked:
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Open link in new window

4. The Application Search Results report will show all the available applications 
waiting to be worked:

If the report has multiple applications 

waiting to be worked, you may open 

the Edit Application screen in a new 

Tab or Window on your desktop. 

Press the right mouse button to open 

a pop-up menu and select the option 

for Open link in new window.

Image 5
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5. The blank Edit Application transcription page will open.

• Continue to the Work Instruction for Module 2 for the next steps.

Image 6

BEFORE we leave the Module 1 work instruction, we must look at 
the steps for reopening saved work (see the next page).
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6. Reopening Saved Work - Once you start Editing an Application, it will remain in 
your work queue until you submit it for processing and approval by a Publisher. 

• The applications you’ve started can be viewed by clicking on the Edit 
Application topic in the Volunteers Dashboards, as shown below (image 7). 

• Clicking on the title will open a new report showing all work you have pending 
(image 8).

Image 7

Image 8
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Deletes the changes you’ve made and takes the record out of your 
queue. The record maintains the last Published details.

View the changes you’ve made, but does not allow you to edit. As the 
name suggests, you can open the Application Edit screen to view but 
not edit.

Edit the changes you’ve made. Clicking on this reopens the 
Application edit screen and allows you to continue making edits.

• There are three Action Icons you can select from in the far right 
column (Image 9).

Image 9

PLEASE do not leave

Unsubmitted Edits in your

work queue for over one or

two days.

Keep track of your work.
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