Guidelines and Tips for
Transcribers




Diplomatic Transcription

* GPP employs diplomatic transcription.

* Diplomatic transcription aims to represent the text of the original document as faithfully as
possible.

* This approach represents original spelling, punctuation, capitalisation, and grammar.
* Type what you see!

 This approach does not include “archival marks” (stamps or text written by an archivist, usually
in pencil).

* For more information on diplomatic transcription and the GPP transcription process, visit
http://transcribegeorgianpapers.wm.edu/guides/start



http://transcribegeorgianpapers.wm.edu/guides/start

Diplomatic Transcription Example

Petition by Samuel Towers, store keeper of the Prince of Wales’s French
Claret

. He Therefore most humbly beggs yr Honr: will be pleas’d
2 il So 2sY . . .
'fdﬁ;%fjiif?ﬂ% N‘%@ igf:/ g,,f,ﬂxj'fi%m to Consider him something for these 2 last years, & that

/,,m Lhristmeas wexh /, fuee, youlffplease 15, Gof from Christmas next for ye future you’ll please to let

5 W!;”;/ 4/2%; - kf};;’f’//“ Zf /”;"/:;i”;"’ that Contract be sett aside, and either give him leave
tr d’?//?7 Gt RBRLG G CRv e o7 1« 22

o ridoie, ATt /Mj,,p/ b to bring Bills of Expence of Bottles & c., Or fix him
f1Llh B L .
/,.;,,/m Gl /M//ﬂ,ﬂ,{/z/g _ such an Allowance, as, in Yr: Honrs: Goodness and

fz”fé é?.!//;\/) a’z/ fmfx/x) WiSdom, You Sha” thlnk flt,
/ will ever /zrdy &'

J

And, as in Duty bound
Note that the transcription maintains original he will ever pray &c.
capitalisation and spelling.



Transcribing Tips

* Adjust zoom levels. Some letters or words
may seem clearer when you zoom in or zoom
out.

e Compare to known words and letters. Take
a look at words and letters you are certain of
and see if any are similar. Especially pay
attention to the subtle differences between
similar letters.

* Look at the word as a whole. Cpn yau rzwd
thfs? Research shows that the brain can
recognize a word quickly, even when it
contains mistakes. If you're stuck, try looking
at the word as a picture, rather than as a
sequence of individual letters.

* Context. Write what you see, but context
can help you feel more confident in a
reading. If what you think you see looks
nonsensical, try typing it into Google. Often,
it's an archaic or seldom-used word.

* Ask a second
opinion. Sometimes something stands out
more to one person than another.

» Keep practicing! The more exposure you
have to eighteenth and nineteenth-century
handwriting and language, the
easier transcription will become.




1. 2.

TRANSCRIPTION ., B Login

HOME PROJECTS ‘TRANSCRIPTION - START HERE ~

C t |

Transcribe the Georgian Papers -ogin Request an account
A C C O u n t An engeing project with the Georgian Papers Programme partners to

transcribe this historic collection of documents relating to the Geargian
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1. Click “Log In” 3.

2. Click “Request an Account”
3. Click “Request an Account '
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Creating an
Account

4. Fill out your information on the
page.

5. Click “Request Account”

6. A link will be sent to you via email to
verify your email address.

7. When your account is approved, you
will receive an email with a temporary
password, login instructions, and
instructions for changing your
password.

Main page
Recent changes
Random page
Help

Tools
Special pages
Printable version

»
»

»
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Request account

Accounts
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Username

Email address: "(your email address will be kept private)"

— Personal information

Real name: "(Optional. You may also provide your real name to be used for atiribution instead of your username)”
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Please specify which GPP partner you are affiliated with

« William & Mary

+ Omohundro Institute
« King's College London
= Royal Archives

Affiliation:

'l | Request account |
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PROJECTS TRANSCRIPTION - START HERE ~ ABOUT ~

——

T | b
An ongoing project with the Georgian Papers Programme partners to

LOgl n tO y0 U r a CCO U n t . transcribe this histeric collection of documents relating to the Georgian

Transcribe the Georgian Papers

monarchy.
LEARN TO TRANSCRIBE BROWSH Language: English
\ Language: Englist
: Transeription Tool: Cimeka

1. Click “Projects” or “Browse
Projects.” Both will bring you to a list
of collections with their transcription
progress displayed.

Transcription Tool: Under
Evaluation

106 of 318 Pages Additional papers concerning George I,

Transcribed f(;,gg&%g IL, and others
— { View \temsa?

2. Click on a collection to see
individual documents.

1 Documents

Language: English

Language: Engiish

Transcription Tool: Omeka

3. Choose any document labeled as
either “start transcribing” or “continue
transcribing” to get started.

Transcription Tool: Omeka




Papers concerning particulars of ?brasses and medals dating 1650 - 1769
Page 10f 16 NEXTPAGE» ALL PAGES

vouvu -

Transcription

Start typing

‘k%c./aa‘t//ﬂ;/f 2 /M”), ’3“,)
,mv W i S

.,...p.. ; -sﬁ—-/;»voh%:}

| i /cg-f’ Pk »
o A f o aets o
947‘75//;»

For blank pages, enter [[blank page]] into the transcription box below:
here

}E

ad; wey’_,__?//v

Saving and ;,_%%%ﬁfw

Submitting N
. 7.

& {WA*%—'%#@’A &

Lo el it o ein m‘r

‘ RS fl"".?rf i’ e 8 =

Type your transcription in the blank
text field. You can zoom in and out on e
the document using the “+/-” buttons P o e
on the screen or your mouse.

oreeon transcribing this page (optional)

. " " Letter from Queen Adelaide to the Duchess of Gloucester, written at
Click the “save” button as you work. Whitley Court

Page 1 of 4 NEXT PAGE » ALL PAGES

If you don’t finish transcribing a

document, no worries! Save what you e N
have and it will appear as “continue 3 e i
transcribing” for you to return to later Cpenthle™ /’ iy Govr
or for another transcriber to finish. 7 = B
When finished transcribing a ey A
document, click “submit for review.” vose: It LAl bvemores
el il
o widiccey SRl

SAVE ‘ SUBMIT FOR REVIEW




Reviewer Instructions

* Anyone with a transcriber account may review
transcri bed dOCU ments. Letter from Prince Frederick to Prince William, written at Hanover

Page 10f4  NEXTPAGE» ALL PAGES

* Find documents labeled “needs review.”

Transcription

* Review the document, checking to make sure it follows
GPP guidelines. A more concise summary of the guidelines
can be found on the website under the “Transcription—
Start Here” tab.

For blank pages, enter [[blank page]] into the transcription box baloy

I did not how
night upon the Deck
ery qualmish, | was but

sure after my sicknes

* Make any changes that may be necessary.

long | had staid

mighty unpleasantly

* If you are able to read and transcribe any words that the
original transcriber marked E[unclear]]], that’s great! If not,
no worries; simply leave it [[unclear]

SAVE ' MARK FULLY TRANSCRIBED '

Notes on transcribing this page (optional)

. Whentyou have finished reviewing the document, click
“mark fully transcribed.”

* Visit
for more information.



http://transcribegeorgianpapers.wm.edu/reviewer

Line Breaks

e Maintain original line breaks. oo . ', el oo iy et (e
. . A i e v~ 44z .~  APairoflarge three drop Brilliant
* Press Enter once after the last word of a line in a i e Pt sion ALL 5 Earrings
continuous paragraph. For a stand-alone line or the e ’“/
end of a paragraph, press Enter twice. 2 Aidlinii] Aocwim 2 Brilliant Bows
- '.!/ i.),} e AL /5-* il :”ﬂ: ..-’2.;...{/ _.4‘-'2, % A Pair of d Brilliant D
. 7 B air of very spread Brilliant Drop
* For words that are hyphenated because they begin A e it ok Earrings set with Brilliants.
on one line and end on the next, type them on g s N T
the first line they appear. SR A S Oy | " A A Single stone Brilliant Ring
e o lasis Ao i) R S VS .
. . £ % * An open pattern Brilliant Broach
* When using a smaller monitor or small browser i e with solid Drop

window, such as on a laptop or a tablet, text in the
text field may wrap around to the next

line before the line ends in the document. When
this happens, simply hit enter once after typing the
last word of the line as you would normally. It will
correct itself when displayed on a larger monitor or
expanded browser window.



Letter from Susan C Wharncliffe to Mrs Clarke

* Enter one line space between paragraphs EGES It .

(press Enter twice). This helps distinguish W_E& %Wm present Ld. Aylesford's
between line breaks from reaching the end of /A e grandfather.

the paper and intentional line breaks to begin ?’M . :

a new paragraph. J//a',:,/k ft Ko | think that those Miss
* If the author included a large blank space Hiceheo Py At Finches may have been
between two lines or paragraphs, simply Hal [/a,,,( daughters of that Very
represent it with one line space between W 4

th e m ° Lctltir from Gertrude, Dowager Duchess of Bedford to [Mrs Charles

Feilding]

. I-nclude one space between a period and the [[underline]] Autograph [[/underline]]
first word of a sentence, as well as one space o

between transcribed text and bracketed ‘ To Mrs Feilding

annotations. € ol

s [[underline]] St. James’s Palace [[/underline]]




Indents

 All transcriptions should be aligned left with
no indents, even if the author of the
document indented by hand.

* You will notice that the tab key does not
function in the text field. Please do not try
replicate indents with the space bar.

 This includes the beginning of new paragraphs
as well as more space than usual between two
words on the same line.

Letter I‘rom the Duke of Clarence to JW. D.;mlell Wt 1LLen in hankfurt

/2’5‘;5‘4,?{% )ﬁv‘“*%’“

R e o A
/""’"""‘" 9 I";- - ‘H_.__._.. //_‘—//

Dear Sir,
Yesterday brought me here Yours of 6th instant

and it’s various enclosures. | return the proper papers
signed.



Text Direction

¢ Some documents contain text written in a different direction than
the main text.

Letter from Queen Adelaide to Lady Ely, written at the Pavilion [Brighton?]

Pavilion Febry. 8th.

* Transcribe the main text, insert a line space (press Enter twice) as AT

if you were starting a new paragraph, and then transcribe the text
written in another direction. A thousand thanks my dear

Lady Ely for your very kind

enquiries after us contained
in your letter of the 2nd. :
Thank God we did not suffer :\%
from the shock the melancholy /"

%)
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pe
Event of Mr. Greenwood's '\“’::: /f,” g2 4 - i

sudden Death had caused -3.9"'),,, PO sl _—
and are quite well. The X los /rf % “’“':{’"””:,

dear King is better than N doetecnl [/ ,",;: o~
he has been for years, :/f, i S (’f
he was deeply affected by e 200 TR

this sad Event as we all

| dread the approaching [[unclear]] 2. more than | can express




Hyphenated Words

e For words that are hyphenated because they
begin on one line and end on the next,
type them on the first line they appear.

e Type all other hyphenated words as they
appear.

Petition by Samuel Towers, store keeper of the Prince of Wales’s French
Claret

/z//f;n’ wa AAay tork vt fhorr plomvece b, He /u.'lf/frin/.f' Hive Xatd=

rrese
! ey
DTEL 7 SEPD b = o - 4
5 3 fr A S i to SN S L T sre—
B e fR \_L/?___’_<// 2 Mon Gt Ago, PO corag #rere dre elersraed fo Lty T
SR fa ‘/),, ﬂ;j Fi e PRI e VARSI S RPN = 5 i S5V

one's servt. that wanted took at their pleasure. He mention'd these hardships
to Mr. Powell 12 Months ago, telling him he intended to lay them




2970?77

e |f yOou are una ble to deci P her a wo rd, type A Short History of France from its first origin to the present time

[[unclear]] in its place. .
:,;; 2 /L.% [
é'lt / /':! [' 5.3

would be the King’s [[unclear]]




Blank Pages

* |f you encounter a blank page, simply type
[[blank page]] in the text field.

Commonplace book containing texts on virtue and human nature

e This includes pages that only contain archival
markings and no original text.

[[blank page]]



Additions

* When a letter or word appears to have been

Letter from Queen Charlotte to Prince William, written at Queen’s House

added after the fact, indicate it with |’j;/(‘;/// e

[[addition]] letters or words added [ moiew A5 2 AN EL

[[/addition]]. [[addition]] false [[/addition]] Ambition of Yours
e On carrots: if the author of the document Pl i T

used a carrot, type " before the addition. Only & s

use carrots in instances in which the author Zrd e Samrn gt S0

did.

And as [[addition]] “they [[addition]] cannot



Deletions

* When a letter or word has been struck
through or scribbled out, indicate it with
[[deletion]] deleted text [[/deletion]]

e Deleted text is often unclear. Indicate it as you
would any other unclear text: [[deletion]]
[[unclear]] [[/deletion]]

Letter from Queen Charlotte to Prince William, regarding his feelings for
her niece

/ v L 7 - - " = 5
é}-:},, /6'/1;/ ;17 2O BXEL ;;, ok vedlse {f’bﬂy M"
7 7 / / x

.- > & > R S S

You the impropriety of indulging [[deletion]] such [[/deletion]] a

£

Letter from George 11 to Prince William, written at Windsor, giving advice
on his required behaviour

ol d b R &
SR T

It will also [[deletion]] [[unclear]] [[/deletion]] [[addition]] be the best method [[/addition]] of your from



Underlining

e |f text is underlined, type [[underline]]
underlined text [[/underline]]

Copy extract from the Windsor Article in the ‘Morning Herald’ concerning
Augusta’s ill state

'//)/7/(//;;"2‘/ x/,/?-//c /ﬂ/};"//ﬁ/ -
>

W P o e SN

illness of [[underline]] The Princess Augusta; [[/underline]]




Marginal Notes

* Notes are written in the margins intentionally
as headings or reference, rather than after the
fact to edit the text (an addition).

* Indicate text in the margins as:
* [[note]] Note [[/note]]

*Type on the same line as the main text:
* [[note]] Note [[/note]] Main text

Commonplace book containing extracts from The Spectator

4 4 /r
oz 13 jr LaDkbecl s ik, v s :.-’u?‘a,/’f?. nan W nalured M{;'//or s fhe

[[note]] No: 23. [[/note]] An indiscreet man is more hurtfull than an ill-natured



Catchwords

e \Writers in the period often put the first word Opinion on the ownership status of the jewels of George 11
i Qk 77 /Gl ] p :-'/ . 7 . ;‘/' 7
of the next page at the bottom of th(.e previous RN AN B S iy B S
page so that the pages could be put in the ,/ o
correct order in case the pages became
separated. These are called “catchwords.”

§ ,‘){—cﬁ; 3

_ o - - England, belong to His Royal Highness the
e If a page contains a catchword, indicate it with

[[catchword]] word [[/catchword]]. Put a line [[catchword]] Duke [[/catchword]]
space between the last line of the page and
the catchword.



Images

. . . . L. TheMotiop .
e To indicate an image, type [[image]] in its fhe M OfT 1 0 'N'  The MOTION.
place. --
* Images include hand drawings of objects, [limage]]
people, or simple designs.
* Images may also include printed images.
* Images are relatively rare in the Georgian Problems

of Practical Geometry
Useful in Fortification

Papers collections. It is not necessary to
indicate simple strokes as images, such as a

flourish on a letter, curved line, or other P i
simple feature. o e | 1. To draw a line through a given
r 5 point C. Perpendicular to another
// O\ line AB__

| [[image]]




Superscripts

* Simply type superscripts on the same line.

Statement by Georg von Léw of money spent for Prince William for lamps
made in Brunswick (enclosure)

» Superscripts are frequent, but subscripts are
also used occasionally. Type those on the same
line as well.

J /) NV
1 3 3 o = 1V .0
AL ernnvved Jen: 05 /774

e Superscripts are often underlined. In these Hannover Jan: 16th 1786.

cases, it is not necessary to indicate
underlined text.

* In some cases, currency symbols are written
above the line on which the amount is written.
Type these on the same line, before the
amount.



Ampersands

e |If an author uses an ampersand symbol (&),

Letter from Queen Adelaide to Lady Ely, written at Windsor Castle

type the symbol. (/_//M /;” j:f/,(;@” 1,0
- e / rpts : 5 i Z&/
* Documents often contain symbols that 9/(//%/ A Dy et t

represent “and,” but do not look exactly like & | have been persuaded to
the typed “&” symbol. Sometimes these

symbols resemble the number “2” or a “+
symbol.

* Use context to help you determine if a symbol
is intended to represent “and.”

* |f the document contains any symbols that
seem to represent “and,” type them with “&.”



Dotted Lines

* Ellipses, or dotted lines, should be

Abstract of the bills of the new State Coach sent by the Duke of Rutland

represented by four dots or periods. [ ,4 ,4//,(”////;, . o Mt
. j At Cpoik L. - g _
e Use four dots or periods regardless of the e b
. - i ‘1194‘/'7/’/-/ for . - gt
number used in the document. . .. g

An Abstract of the Bills of the new
State Coach....

f.s.d.
Butler.... Coach maker.... 1673:15 --

Wilton.... Carver.... 2500 -- --



Queen Charlotte’s Hash Marks

* Queen Charlotte often put two hash marks on
the bottom of the line as quotation marks.

* Indicate these hash marks with two commas
followed by a space.

e Type all other quotation marks as normal.

Commonplace book containing texts on virtue and human nature

Lk T, LA sy
v A Zr Ll Icz,m/,c w{é-{ fqt.-}wwr.r PARCENS wndyﬂ.&adu-l
1 995 bad aiions, s ik coflamen and) imesta Lo it

,, but loses what he has already acquired. —Nobility is
,, is @ bright lamp which discovers & renders conspicuous
,, good and bad actions, which inflames and incites to virtue




Other Symbols

e If a symbol can be represented by the keyboard, such as *, &, or #, use that key to represent it.

* If a symbol cannot be represented by a key, type [[symbol]] in its place.




Foreign Languages

e For documents written primarily in English,  Letter from Queen Charlotte to Prince William, written at Windsor
indicate text written in languages other than
English with [[foreign: Language]] text
[[/foreign]].

x 5/,’;;,/.(.’ o i {rﬁ ey a;dp‘( .l'e P J'f'.n/x 'Ar . |
IS ; ’ /”
> p: § 7 )
; 7
/’}m,,,./ b /f}{ﬂfﬂ{, ;21/;, _./;%.._

”~

/nn;./ B e {f’)/l

[[foreign: French]] Voila assez mon chere je n’en serait plus
faite mon Compliment au General Budé [[/foreign]], always

* This is not necessary for documents written
primarily in another language.
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