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GETTING STARTED  
GUIDE FOR TRANSCRIPTION VOLUNTEERS 

Registering  your interest 

If you haven’t already done so, please fill out this short form to let us know that you’d like to get involved. If 
you are a member of U3A, please also make sure you’ve been in touch with Jennifer Simpson so that you 
can be part of the U3A Shared Learning Project.  

Filling out a confidentiality form 

Once you’ve filled out the form, we’ll be in touch to provide you with a confidentiality agreement. Please 

complete this and return it to the archivist at: transcription.project@theguardianfoundation.org. If you 

don’t have a printer and scanner or digital camera, we’ll send you an editable version and you can ‘sign’ this 

by typing your name. We ask you to do this because the notebooks are relatively recent and may contain 

personal information about living people and sensitive information about times of conflict. The archivists 

don’t read shorthand and have to be very careful about giving access to this material. Your expertise will 

allow us to decide how soon and how widely the notebooks can be made available to researchers and 

members of the public.  

 
Setting up a Transkribus account 

We have digitised the shorthand notebooks and are using free software called Trankribus to give access to 

the scans. To get started you'll need to set up a Transkribus account by hitting 'Register' on this page: 

https://transkribus.eu/Transkribus/.  

 

Please use the same name and email you gave us on your registration of interest form. You can leave the 

ORCID field blank.  

You’ll receive an email with a link to click in order to verify your account. This should come through almost 

immediately, so if there’s a delay you may need to check your spam folder. 

There’s a chance you may be prompted to download ‘Java’ to your computer if it’s not already installed, or 

to update it, but there’s no need to do this if Transkribus seems to be working normally without.  

https://guardiannewsampampmedia.formstack.com/forms/gnm_archive_transcription_volunteers
https://www.u3a.org.uk/component/contact/contact/182-research-network/117-jennifer-simpson?Itemid=490
mailto:confidentiality%20form
mailto:transcription.project@theguardianfoundation.org
https://transkribus.eu/Transkribus/
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There's no need to download the full version of Transkribus; once you have an account set up, go 

to this page to log into the online version: https://transkribus.eu/r/read/login/.  

 

 

Getting access to your first notebook 

Once your account is set up and you’ve logged in for the first time, please email the archivist at 

transcription.project@theguardianfoundation.org to let her know you’re ready to get started. She’ll then 

assign you a notebook to work on. If you’ve asked to work together with a friend or group, you will all be 

given access to the same notebook. 

You should get an email from Transkribus letting you know when your notebook is ready. Next time you log 

into your Transkribus account, take a look under the ‘My Collections’ tab and you should find the notebook 

listed by its reference number (in the format: ‘CSA/1/1/#’). Click the reference number to see the scanned 

pages of the notebook. (You may notice a second collection underneath the notebook, titled with your email 

address. Transkribus automatically creates a personal collection for each user, which is empty by 

default and isn't visible to anyone else – you can ignore it for the purposes of this project.) 

 

Once you’ve made it this far (thank you!), take a look at the Transcription Guide on this page for 

instructions and tips for getting started with your first page of transcription.  

https://transkribus.eu/r/read/login/
mailto:transcription.project@theguardianfoundation.org
https://www.theguardian.com/gnm-archive/2020/aug/10/could-you-help-with-the-archives-shorthand-transcription-project

