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TRANSCRIPTION GUIDELINES FOR VOLUNTEERS 

Context and background 

We know that reading someone else’s shorthand is always difficult, and that this project is 

especially challenging because you will be looking at Clyde Sanger’s shorthand out of context: his 

notes were written decades ago in different parts of the world. 

To try and make things easier, the archivist will provide you with any information we have about 

the notebook we give you access to. That will usually include Sanger’s original notebook title (often 

a country or geographical area), a date range if we have one, and perhaps a bit of context we’ve 

manged to glean by browsing through any longhand text inside. You might also want to try 

browsing through a few pages of scans yourself, in case you can spot anything we’ve missed. 

We have included links to a few sources of background information on this page: 
https://www.theguardian.com/gnm-archive/2020/aug/10/could-you-help-with-the-archives-
shorthand-transcription-project. You might find it helpful to take a look at some of Sanger’s press 
clippings relating to the area or topic covered by your notebook, or at the relevant entries in the 
chronology on the Commonwealth Oral Histories website, to give you an idea of key terms and 
names that could come up.  

Getting started 

Open a scanned page by clicking on its thumbnail image. (The page will open in a new tab in your 

browser window; to return to the notebook overview page, click back to the original tab). Next, set 

up your page view to suit you. You can use the ‘-’ button to shrink the scan size, the ‘+’ button to 

zoom in, and the ‘home’ button to reset the scan size to fit the width of your screen. You can adjust 

how much screen space is taken up by the scan and how much by the transcription area below it by 

hovering your mouse over the dividing line until it turns purple, and then dragging it up or down:  

 

https://www.theguardian.com/gnm-archive/2020/aug/10/could-you-help-with-the-archives-shorthand-transcription-project
https://www.theguardian.com/gnm-archive/2020/aug/10/could-you-help-with-the-archives-shorthand-transcription-project
https://commonwealthoralhistories.org/
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Some volunteers have found it helpful to print out the scanned image and work from a printed 

page. If you have access to a printer and supplies, you can try this either by right clicking on the 

scan and going directly to print, or (if you’re using an older browser) by dragging the purple line 

down, shrinking the image size to show the whole page, and capturing a screenshot. If you choose 

to try this, do make sure you securely dispose of all printed and electronic copies when you have 

finished working with them.  

Transcription  

It is important that the lines of your transcription match up with the corresponding lines or 

sections of shorthand. To match them up, click on the line or section of shorthand in the scanned 

image, check that it is highlighted in purple and look for the corresponding blank line in the 

transcription area, which should be highlighted in blue:  

 

Enter your transcription for that line or section, and then move on to the next before entering any 

more text. (Don’t worry if the longhand takes up more space than the shorthand; one ‘line’ of 

transcription can overflow into two rows without causing problems, as long as you type 

continuously rather than actively clicking into a new blank line). You can move from one line or 

section in the scan to the next by using the up and down arrows on your keyboard, or your mouse. 

The blank lines in the transcription area should reflect the reading order of the shorthand (so that 

the transcript makes sense when you read it through). If you spot a mistake in the reading order, 

please don’t try to correct this by moving your transcription onto different lines; instead drop the 

archivist an email (at transcription.project@theguardianfoundation.org) to let her know. We can 

then reorder the lines in the transcription area while maintaining their links to the lines of 

shorthand. 

There will almost certainly be some shorthand that you can’t decipher, especially when you first 

begin the project. We suggest that you skip over words or sections that are causing you problems 
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rather than agonising over them for too long. Before moving on, please put down your best guess 

(or if guessing is impossible, just a question mark), and surround this with square brackets: 

 

Another volunteer (or you, once you’ve had more time to get accustomed to the shorthand), can 

come back and try filling in the gap later.  

Where Sanger has used abbreviations, or named people by surname, there’s no need to expand 

these in your transcription, please just write them out as they are in Sanger’s text. If you are able to 

discover the meanings and full names involved, we’d really appreciate it if you could make a note 

of them separately and pass them on to the archivist by email when you reach the end of the 

notebook. We can then include these details in the catalogue so that researchers get the benefit of 

your discoveries when interpreting the notebooks in future. 

Remember to save your work from time to time, and before closing down Transkribus at the end of 

a session: 

 

Once you have done all you can on a page and don’t want to return to it, please select the ‘In  
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progress’ button to change the setting to ‘Ready for Review’: 

 

If you are ready to move on from an entire notebook, please return to the overview page (with the 

thumbnail images) and select ‘Ready for Review’ in the status dropdown menu:   

 

If you could also contact the archivist to let her know it would be much appreciated. 

Working together 

If you are working with a friend or in a group, do make sure that everyone in the group has signed 
and returned a confidentiality form.  
 
You can all be in Transkribus at the same time, working on the same notebook from different 
computers. Be warned, though, that it is possible to overwrite each other’s work! If you want to  
work on the same page together, and can’t be together physically, it’s best if you type and save 
changes one at a time (or perhaps ask one member of the group to enter the transcription on 
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everyone’s behalf). You will be able to see another person’s changes, after they hit save, by clicking 
‘refresh’ in your browser.  
 
You can also help other transcribers while working independently. If you discover the meaning of a 
word or abbreviation in your notebook that isn’t included in the Commonwealth Oral Histories 
glossary (https://commonwealthoralhistories.org/glossary/), please email the archivist at 
transcription.project@theguardianfoundation.org to let her know. We will compile a list of these 
terms and publish it on the project webpage as an extra volunteer resource. 
 
 
 

mailto:transcription.project@theguardianfoundation.org

