INSTRUCTIONS

for
Transcribing Sandy Spring Museum’s Archives

STEP ONE: REGISTER with “From the Page” (the service that is hosting our crowdsourcing efforts)
-

Go to https://fromthepage.com/ssm-archives
Click on SIGN UP & fill out the registration form. (Don’t forget your Password!)

STEP TWO: Select a COLLECTION
-

Go to https://fromthepage.com/ssm-archives
Click on SIGN IN (if you are not already signed in)
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-

As you scroll down the page you will see a number of collections (groups of items). To select
one, click on the NAME of the collection (do NOT click the “start transcribing” button)

-

You will see the STATUS OF COMPLETION for each individual WORK - usually a single document
like a diary, letter or ledger – in the collection
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STEP THREE: Select a WORK
-

Click on the TITLE of the work you would like to transcribe. NOTE: the system is set up to
prevent more than one person transcribing the same page.

-

Click on PAGES THAT NEED TRANSCIPTION button
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-

Click on HELP TRANSCRIBE for the first page that appears.

STEP FOUR: TRANSCRIBE!
-

Set up the page to be most comfortable for you and your specific monitor. A few key things:
1. Select FULLSCREEN (gets rid of other extraneous graphics in your browser)
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2. Select POSITION of image and text.

3. ENLARGE image to be legible. Do so by:
Clicking on enlarge button

OR

Hovering over image and scrolling
with the wheel of your computer mouse

4. Transcribe EXACTLY what you see. For example
a. Hit ENTER at the end of each line in the written text so the line breaks match.
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b. Transcribe EXACT SPELLING (no matter how tempting, do not correct our historic
friends’ errors)

c. Anything that you are unsure of, give it your BEST GUESS and put it in square
brackets with a question mark. [best guess?]
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d.

If something is COMPLETELY ILLEGIBLE, use a square bracket and question mark [?]

e. Do not try to replicate the formatting of TABLES, CHARTS, or other STRUCTURED
TEXT. The goal is to increase readability and searchability so you make use of spaces,
punctuation and/or added text in square brackets to clearly represent the content.
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f.

If you come across a BLANK PAGE, please check the box that says “Mark as Blank”
and then click “Save Changes”.

g. Some material in our Archives is PRINTED or TYPED. Much of this was created using
thin paper and early typewriters which renders it too faint, inconsistent, or fuzzy to
be machine-readable. Transcription of this material is as equally needed as that for
handwritten material.

h. Do NOT transcribe text that has been CROSSED OUT.
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i.

Do NOT transcribe HYPHENS that occur at line breaks. Complete the word on the
first line and then add line break.

5. If you have any QUESTIONS or COMMENTS on the text or the transcription, you can leave a
comment in the notes section at the bottom of the page and someone will respond. Don’t
forget to click SAVE NOTE.
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STEP FIVE: SAVE! SAVE! SAVE! (Well, you need to save only once but it’s really important!)
-

When you are finished transcribing the page, click SAVE CHANGES.
o NOTE: please do NOT save PARTIALLY transcribed pages. When you save, the system
will think the page complete and will not direct other users back to it.

-

To start another page, click on the RIGHT ARROW beside the page number

That’s it! Congratulations and well done, you are now officially in the ranks of Sandy Spring
Museum’s team of transcribers! THANK YOU.
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