How to use the transcription tool

STATE LIBRARY GUIDE

Transcription website https://transcripts.sl.nsw.gov.au/

Overview of the transcription process

The Library loads the digitised image of the document into the Transcription Tool.
Members of the public, our digital volunteers, are invited to transcribe the document.

People can either start transcribing a document from the beginning, or jump in and help
transcribe a document partially transcribed.

Once the transcription is completed, the document is set to 'ready for review'.

A team of authorised reviewers read through the transcription making any corrections.
Once reviewed, the status is changed to 'Accepted'.

The Library is notified that the transcription is ready for final approval.

The completed transcriptions will be uploaded to the catalogue.

Getting started: register to become a transcriber

To transcribe, we ask you to register and create an account. There is a link to register on the
homepage.

New transcribers can create an account using our quick sign up form. All you need is a valid
email address.
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Logging in and My Dashboard

Once you have registered, log in using the button on the top right.

‘? STATE LIBRARY TRANSCRIPTION TOOL

TRANSCRIBING THE LIBRARY'S COLLECTIONS

A tool for digitally transcribing historical handwritten documents from our
collection.

The State Library of New South Wales is dedicated to making our collections more accessible and you can help us achieve this goal. We hold

ections, but this material can often be difficult to re

millions of

»f historically important handwritten documents in o

I, we are able to produce digital transcripts of original materials

cannot be inde rch. By using our pury ilt Transcripti

them more accessible, discoverable and useful for research and study

from our collections, mak:

You can help us to transcribe these items, which include diaries, letters, journals and manuscripts. In doing so you will be contributing to the
improvement and enrichment of our collections, as well as taking an opportunity to delve deeper into the wonders of NSW cultural heritage.

How to get involved

You will be directed to your ‘My Dashboard’ page.

P STATE LIBRARY TRANSCRIPTION TOOL

VOLUNTEER TRANSCRIBER'S DASHBOARD

HOME / VOLUNTEER TRANSCRIBI

Welcome back Volunteer Transcriber Gelling started

+ Find a new document to transcribe Visit ¢ How to” guides for information about
= Update my account registering, how to use the transcription tool and tips for

e my password transcribing handwritten documents

My edits
Title
i f rir nd, 1 T lar 1
Banks - En t 1771

Here you can:
Find a new document to transcribe;
Keep track of the documents you are working on;
View your latest edits;
Go to the 'How to' guides;
Update your account;
Change your password.
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Finding a document to transcribe

1. Go tothe homepage and scroll to the ‘Collections we’re currently transcribing’ and
select one of the collections.

TRANSCRIPTION TOOL

TRANSCRIBING THE LIBRARY'S
COLLECTIONS

A tool for digitally transcribing historical handwritten documents from our
collection.

2. On the collection page there is a short
description of the collection.

BANKS PAPERS
This page lists all the documents in this o
collection, and you can search by title.

Under each document title, is the e
percentage of how many pages have been e
transcribed e.g. 30% completed. e .
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3. Select one of the options from the list displayed in the series.

TITLE SORT BY

95 results found.

[P T e —"—.q

-
Series 01: Journal of an
excursion to Chatham,
Rochester, Sheerness and
Sheppey, 21 [February] - 4
March 1767

Series 05: Letters concerning
the publication by Comte
Louis de Lauraguais of
Banks' abstract account of
the voyage of HM Bark
Endeavour, 1771-1772

Post date : Desc

Series 02: Journal of a tour
in Holland, 12 February - 22
March 1773

g
b
ptar)
o e senimsh
. sh. £
. %2
2% -

2d. Voyage’, being papers
concerning Banks’
preparations for the second
Pacific voyage in HM Ships
Resolution and Adventure,

ORDER

:

Series 03: Joseph Banks -
Endea
August 1768 - 12 July 1771

ur journal, 25

Series 07: Letters received
by Banks from James Cook
concerning the second
Pacific voyage in HM Ships
Resolution and Adventure,
1772

it csponsmifid o
s

Series 04: Notes possibly
concerning publication of
the account of the voyage of
HM Bark Endeavour, James
Cook, undated.

Series 08: Letters received
by Banks from Charles
Clerke concerning the
second Pacific voyage in HM
Ships Resolution and
Adventure, James Cook,
1772,1775

4. Select a page to transcribe.

Any document that is marked ‘Not yet started’ is ready to transcribe. You can also
choose one that is marked ‘Partially transcribed’, these have been started but you
are welcome to help others finish transcribing.
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The transcription page with viewer and editor
On the transcribing page there are two options:
e View Page Tab
See a view of the document and transcription progress without an active editor.

e Transcribe page tab

Select this option to begin transcribing.

D STATE LIBRARY ~ TRANSCRIPTION TOOL

JOSEPH BANKS - ENDEAVOUR JOURNAL, 25
AUGUST 1768 - 12 JULY 1771 - NO. 0005

BANKS - ENDEAVOUR J NAL, 25 A 58 - 12 JULY 1

4/ Click on 'Transcribe page' to begin h

View page Transcribe page

E View other pages

JUMP TO PAGE PAGE ”I TRANSCRIPTION

< Page5 4 > p>Plymouth</p><p>&nbsp;</p><p>August
1768</p><p>25. After having waited in this place
ten days, the
me, being all that time in perfect readyne:

OR p. and everything belong
o sail
at a moments warning, we at last got a fair wind,
and this day at 3 0&#39;Clock in the even weigd
Any- : anchor, and set sail, all in excellent health and

FILTER BY STATUS

spirits perfectly prepard (in Mind at least) to

undergo with Cheartullness any fatigues or
dangers that may occur in our intended Voyage.
I 26 WWind orill fain buy
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Using the Image Viewer

PLUS BUTTON

The plus button will create a
larger version of the
document being transcribed.

MINUS BUTTON

The minus button will zoom
out from the original size of
the document.

HOME BUTTON

The home button will return
the document to its original
size in the viewer.

FULLSCREEN BUTTON
Allows you to see a full screen
version of the document.

You can change the size of the
viewer by clicking on the right
hand side of the frame and
dragging it to the preferred
size and position on the
screen.

Using the Editor

P stateLiBRARY  TRANSCRIPTION TOOL

TRANSCRIBIN(¢
Series 02: Journal of a tour in Holland, 12 February - 22 March |
/ SERIE UR IN
/ SERIES JUR IN N 1 / RNA F
v T ribe pag
-
E] View other pages
PAGE l”
&) &\

The editor also offers tools to assist you when transcribing documents.

The Editor toolbar has options to:
e Check spelling;
e Find and replace words;
e Add tables;
e Insertaline orrule
e Insert special characters
e Apply bold, italic, underline
and strikethrough text;
e Add bullet points;
e Number text;
e [ndent text;
e Align text.

TRANSCRIPTION EDITOR

-]
M =~
e
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Navigating between pages in the S mpp——————
same document i
e JUMPTO PAGE

Press on the page number to display B

a dropdown list of all pages within

the document. Alternatively, use the

right and left-hand arrow to move

through consecutive pages.

e FILTER BY STATUS
Allows you to perform a search based on the documents transcription stage.

e VIEW OTHER PAGES
Allows you to hide and show the ‘jump to page’ section of the page.

Working notes

In the Working notes window below the Editor, you can add any notes about the
transcription that may be useful for the next session, or for other transcribers. These notes
are searchable.

Finishing the transcription session

To finish the transcription session, scroll to the bottom of the editor and
click ‘SAVE AND CLOSE’.

If the transcription is -
complete, select YES to

submit your transcript for

review.

If there is still work to be
done, select 'No'.

Remember to log out if you
have finished transcribing
and wish to leave the site.
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