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Verbatim Transcribing

1. Download Express Scribe Transcription Playback Software
http://www.nch.com.au/scribe/index.html. When you open Scribe, there is a 60 second tutorial to orient you.
Background on Scribe

Digital Transcription Audio Player Software

Express Scribe is free professional audio player software for PC, Mac or Linux designed to assist the transcription of audio recordings. 

The program is installed on the typist's computer and can be controlled using a transcription foot pedal or keyboard (with 'hot' keys). This computer transcriber application also offers valuable features for typists including variable speed playback, multi-channel control, file management and more. 

· Variable speed playback (constant pitch). 

· Supports many professional foot pedals which connect to the game, serial or USB port to control playback. 

· Uses 'hot' keys to control playback when using other software (e.g., Word). 

· Ability to dock both analog and digital portable recorders to load recordings. 

· Works with Microsoft Word and all major word-processor applications. 

· Automatically receives and loads files by internet (FTP), email or over a local computer network. 

Express Scribe Function Keys (these are the usual default settings ― you can rest them to meet your specific needs)
F1 
step back .5 sec

F2
slow play

F3
fast play

F4
stop

F5
open express scribe

F6
minimize express scribe

F7
rewind

F8
fast forward

F9 
play

F10
play real speed

Import you digital file (if you have a videotape, make an audio version 1st) into Express Scribe. Open Word in Scribe and start typing. Make use of your Scribe functions keys to slow down and backspace.
Open the file that you want to transcribe by clicking on <File> and then select <load dictation file>.

2. Transcribing Format in Word 
A.  Formatting for Word with Office (PC)

(1) After you have entered the transcript header information, on the upper toolbar, click on <Page Layout>, then click on <breaks> and add <section break continuous>.
(2)Then immediately after the section break, click on <line numbers> and select <continuous>

(3) Change the margins, to be found on the tool bar under page layout. Make them about2.0 inches

(4) Right click on text that you are typing in. Under <paragraph> select <single space> and <hanging > and for spacing indicate <6pt> for both <before> and <after> to get a single unnumbered line between speaker turns.
C. Formatting for a Mac using MS WORD:

(1) Open “Format” and Go to Document, click on Layout

(2) At section start, click on continuous and then apply from “this point forward”

 (3) In same window after you have done this, go to line numbers and click on add line numbering ― it will automatically enter the line number which to start with. Now click on continuous, then click okay AND click okay one more time to finish this part.

(4) Now go to format, paragraph, and in the indentation section, click on special, and then click “hanging,” then click okay to finish

3. Getting started

On the first line of the file, provide header information for the transcript. This header information is for your use to help you identify the transcript. Put whatever information you think will be helpful. Below are 3 examples

· Call 345, m ct, f c, 7/12/95, 20:45

· BVSD 8/25/97, PP 

· Vescoe T, Juror 3, m, 6/23/9
4. Transcribing 

 Transcribing is best down in rounds where increasing detail is added at each listening. 

Below is one suggested order. There is no single right level of transcription specificity. The important issue is that your choice of particulars to include should match your research aims. Remember to change names for people and places—both speakers and references in the transcript—if you have indicated you would do so.  
Verbatim Transcription (AIDA uses this level often)
The verbatim is a simplified Conversation Analysis system that I have developed for discourse analytic research where strategic uses of language and arguments are central foci and an analyst is working with large amounts of talk (e.g., meeting talk where people take extended turns). An AIDA transcription captures all the words, partial words, vocal sounds, and indicates moments of speaker overlap, but the transcript gives no attention to capturing intonation, stress, vocal pacing, or pause length information. Punctuation is added for readability rather than representing intonation.
a. Get down all the words, part words, and vocal sounds. Don’t punctuate. Use contractions where relevant. Use standard spelling.
KH: 
Uh good evening and welcome to tonight’s meeting uh it’s a special meeting uh really a work session of the board of education  uh we have um been in executive session uh since uh right about six o’clock uh for the discussion of uh personnel and negotiations uh this evening we’re going to be talking about uh the current uh budget crisis I would and I think that’s a uh a very solid uh uh description of it um we want you all to know that uh we accept responsibility for the situation that the district is currently in uh there um may have been signals that we didn’t pick up there may have been things that we should have done we’re not completely clear on what all of those are at the moment

b.  Indicate moments of overlapped talk with starting brackets


we accept responsibility for the situation that the district is currently in uh there um may have been signals that we didn’t pick up there may have been things that we should have done we’re not completely clear on what [all of those are at the moment

BK                                                                        [Madam chairman I think it’s important
c. Add punctuation to the transcript. The goal in adding punctuation is twofold: (1) to capture the likely way people talk & chunk speech while (2) making the transcript readable for several audiences, including students/scholars who are not discourse analysts.

 My Conventions for verbatim punctuation (AIDA)
· Use only simple punctuation (mostly periods. Commas sparingly. NO colons or semicolons)

· Recognize that in speaking, people frequently begin an expression unit with uh/um or “and” 

· Capitalize the first word after a period

· Use hyphens for cut-off words/phrases where a speaker begins to say one thing then changes it. 
KH:
Uh good evening and welcome to tonight’s meeting. Uh it’s a special meeting, uh really a work session of the board of education. Uh we have um been in executive session uh since uh right about six o’clock uh for the discussion of uh personnel and negotiations. Uh this evening we’re going to be talking about uh the current uh budget crisis I would- and I think that’s a uh a very solid uh uh description of it. Um we want you all to know that uh we accept responsibility for the situation that the district is currently in. Uh there um may have been signals that we didn’t pick up. There may have been things that we should have done. We’re not completely clear on what [all of those are at the moment

BK:                                                                                              [Madam chairman I think it’s    important[image: image1][image: image2][image: image3]
