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[bookmark: _Toc255464926]Section One- Most Common Requirements 
	 
	Instruction
	Correction Example

	[bookmark: _Toc255464927]HITS Beginning/End

1. Beginning of HIT

2. End of HIT

	1.Always capitalize the first letter of the first word in a HIT, even if it's not the start of a sentence.

2. Always close a HIT with a period, unless you're 85% sure that it's the middle of a sentence, then leave it open, do not use ellipsis … or hyphen -.
	1. To send the report. I need it tomorrow


2a-We will call them back tomorrow.
 



	[bookmark: _Toc255464928]Sentences 

1. Beginning

2. Between

3. Spacing
	
1. Always capitalize the first letter of the first word.

2. Separate sentences with a period. Only use a dash to indicate an abrupt interruption.

3. Use a single space between sentences.
	

To send the report. I need it tomorrow 


>> So tomorrow we will see the challenger-
>> Yes, the Challenger Jobs Report.


	[bookmark: _Toc255464929]Run On Sentences
	Attempt to break up a run-on sentence by inserting a period during a pause or change in subject even if it creates incomplete sentences.
	


	[bookmark: _Toc255464930]Words

1. Nonsense

2. Repeated

3. Expletives 

4. Stutters

5. Screaming or Yelling





(Back to top)
	
1. Attempt to spell out nonsense words. If too difficult, type uuu

2. When a word is repeated twice in a sentence, insert a comma between them.

3. Transcribe the expletive exactly as it is said. If uncomfortable, either skip the task or type iii

4. When a speaker stutters, separate the sounds with a comma. Do not transcribe if stutter is shorter than a syllable.

5. For any type of scream, long or short please type "Aah!" not Ah! or AAAAAHHH!!!!

	
1.Supercalifragilisticexpialidocious.


2. And, and that way he, he can go as soon as possible.





4. That is wo, won, wonderful! 



5. >> Aah!




	[bookmark: _Toc255464931]Spell Check Marks Wrong Word
(Crowd Virtualizer)




	If you use the Mozilla FireFox or Google Chrome browser (recommended), words with a red underline, may be misspelled. 
Right click on the word to see spelling suggestions. 

The browser won't recognize certain jargon, so Google these terms to verify spelling. If unsure, type in iii.
	

	[bookmark: _Toc255464934]Names and Common Jargon
	If unsure of the spelling, Google the word. Capitalize all place names and proper nouns.

Exception; some company, software and other names are not capitalized or contain unique titles with numbers etc.  Represent them as they represent themselves.


	Massachusetts, freemium

The people working at Apple computer are very nice.

W3 Communication is located over there.

My iPod is broken.

	[bookmark: _Toc255464935]Speaker Change
	Please use >> to denote speaker changes. Do NOT use "Speaker: " to denote speaker changes. 

If there is only one person talking, do not include >>. 

If there are multiple speakers, >> should be placed at the start of the transcript and at each point where a new person begins talking. 

If more than one person is talking at the same time, use your best judgment as to where to put the >>.

	>> Hey Charlie.
>> Hello Amy, how are you?
>> Just fine Charlie.


[bookmark: _GoBack]This format is also accepted in Mturk*:
>> Hey Charlie. >> Hello Amy, how are you? >> Just fine Charlie.


 

*Must have a space on either side of the >>

	[bookmark: _Toc255464936]Speaker Pauses Mid-Sentence
	Insert a comma where the pause occurs. DO NOT USE ellipses (...) or dashes (-) in transcripts
	I was thinking, you know, a lot about that, that, night.

	[bookmark: _Toc255464937]“You Know”
	If said after a long pause, use a question mark to denote end of sentence. 

If rushed through, use comma to assume sentence is continuing.
	And then he left, you know? But, you know, I was about to.

	[bookmark: _Toc255464938]Speaker Style- He Said/She Said 


	Do not put what they said in quotations. DO NOT use quotation marks in transcripts.

	I was talking to him and he said, yeah, I'd love to go see The Wizard of Oz.

	[bookmark: _Toc255464939]Blank Audio-
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	Type bbb for a HIT with no audio or sound whatsoever

OR if more than 2-3 seconds of a HIT are blank audio it should be marked with a tag and then continue transcribing

	Check your sound settings before submitting this. Incorrectly labeling a HIT 
as blank audio will result in a rejection and lowered worker score.

	[bookmark: _Toc255464940]Static In Audio
	Ignore it. Don't type sss to denote sound. If the clip is nothing but static, then use sss to distinguish it from bbb.

	

	[bookmark: _Toc255464941]Audio Cut Off Mid-Word
	If the cut-off word is obvious based on the portion of it you heard and the context of the sentence, then complete the word. 

If you cannot discern the cut-off word, type iii or /i. 

If the word is cut off at the beginning and you can't hear it, do not type anything.

	

	[bookmark: _Toc255464942]Music


(Back to top)
	Singing should be represented in a “tag”.  Please use [MUSIC] where music and singing are involved.

If a musical note is referenced like G-Sharp, add the hyphen between the note and Sharp
	

G-sharp is the same note as A-flat.


.
[bookmark: _Toc255464943]Section Two- Grammar
	
[bookmark: _Toc255464944]1. Disfluencies

*Rule- Follow disfluencies with a ‘,’ (comma).  If a stand alone sentence, follow with a ‘.’ (period)
	Correct
	Incorrect
	Example
	

	Um,
	Umm, Ummmm
	I um, was thinking um, about it.

	Ah,
	Ahh, Ahhhh
	I’m ah, not sure I ah, Understand you.

	Uh,
	Uhh, Uhhh
	Do you uh, know what I am saying?

	Mm-hm
	Mmm hmm, Mmhmm, 
	Mm-hm, I agree. Mm hm.

	Uh-huh
	Uh huh, Uhuh
	Uh-huh, I understand you.

	Hm
	Hmm, Hmmm
	Hm, I don’t know. Hm.

	
	
	

	[bookmark: _Toc255464945]2. Slang

*Rule- Transcripts should be verbatim even if it is not proper Grammar.



	Correct
	Incorrect
	Example
	

	Yeah
	Ya, Yea
	

	Cuz
	Cus, Cause
	

	Yep
	Yip, Yeap
	

	Okay
	Ok
	*If Okay is spoken, do not abbreviate as “Kay

	‘Kay
	K
	*If ‘Kay is poken, do not change it to Okay

	Gonna
	Going To
	

	Kinda
	Kind of
	

	Sorta
	Sort of 
	

	Wanna
	Want to
	

	Gotta
	Got to
	




	[bookmark: _Toc255464946]3. Internet & Email
	Instruction
	Correction Example

	
HITS Beginning/End

1. URL’s

2. Emails

(Back to top)
	1. www.google.com or www.google.com/help 

2. John.doe@google.com
	1. Transcribe the final web address even if the speaker has completely spelled it out.

2. Transcribe the email address even if the speaker has completely spelled it out.

	[bookmark: _Toc255464947]4. Apostrophe

1. We'll vs Well

2. I'm vs Im

	1. We'll is a contraction of we will, without the apostrophe it becomes well, which has a different meaning.

2. I'm is a contraction of I am, without the apostrophe it becomes Im, which doesn't have a meaning.

	1. We'll meet in the morning.



2. I'm looking forward to the weekend.



	[bookmark: _Toc255464948]5. Homophones


		Correct
	Instruction
	Example
	

	There
	Use ‘there’ when referring to a location or direction

	He is over there.

	Their
	Use ‘their’ to indicate possession.

	I accidentally crashed into their car.

	They’re
	‘They're’ is a contraction, or a combination of, the words they and are.

	They're going to be happy to hear the good news.

	Your
	The word ‘your’ is the possessive form of you

	Your dog is so playful.

	You’re
	‘You're’ is a contraction, or a combination of, the words you and are.
	You're going to the airport.

	To
	‘To’ indicates direction or action.

	Please go to the store.

	Too
	‘Too’ means also, very or excessively.

	This class is too difficult

	Then
	Then refers to time.
	He was about to leave, but then got distracted.

	Than
	Than is usually used to indicate comparisons.

	She is more helpful than you

	It’s
	‘It's’ is a contraction of it and is.

	It's cold out today.

	Its
	‘Its’ is a possessive pronoun.

	The dog is looking for its owner

	Let’s
	‘’Let's’ is a contraction for let us.

	Let's go to the beach tomorrow.

	Lets
	‘Lets’ is synonymous with allows
	This ski pass lets you ski all season.
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[bookmark: _Toc255464949]Section Three- Numbers & Science
	[bookmark: _Toc255464950]1. Numbers 

	Instruction
	Correction Example

	Writing Out Numbers 0-10


	Write out all numbers zero through ten, unless they are part of the following:
· Court rulings (i.e. 4-3),
· Sports records (10-7-0),
· Height measurements (6'9")
· Mathematical or scientific equations
· Time (12:15 PM)
· List (1. Sign up 2. Log in...)
· Biblical references (John 3:16)

	2 times 2 equals 4. These are two of the ideas that I want to share.



	Writing Out Numbers 10- and higher

	Write numerically all numbers between 11 and 999,999.


	



	First, Second, Third, etc.
	1. Spell out the word.

2. Exceptions: dates and formulas
Do not use Roman Numerals. e.g. King Henry the Eighth. Class four rapids.

	1. I will be visiting their second grade class on June 25th.

2. I was first place in the contest.


	Roman Numerals
	World War II, King John II

	

	Percent

	1. Use the number followed by  ‘%’

2. Exception: Do not use ‘%’ if a number is not associated with it.

	1. 57%

2. What percent correct do I need to get an A in this class?

	Spoken Number

	Do not use the # symbol in place of the word number.

	What's your favorite number?

	Year
	No apostrophe necessary when referencing the time period. 

	The 1980s, the 60s

	Million, Billion
	Do not write out the 0s

	5 million, 3.4 billion

	Seconds
	If the number is less than one, then use 0 before the decimal point.

	0.7 seconds

	Age
	Don’t add 0s when referencing age range
	She is probably in her thirties. He wrote hundreds of pages.


	[bookmark: _Toc255464951]2. Currency & Time 

	Instruction
	Correction Example

	Dollars & Cents

	Do not write ‘dollars’, use $ sign
When less then $1, use $0.XX
	$12 
$0.50

	Bucks
(Back to top)
	If they use bucks instead of dollars spell bucks out.
	25 bucks

	Foreign Currency
	When transcribing foreign currency, type out the word for it rather than use a special symbol.

	I just visited England and have 100 Pounds left over from the trip.

	a.m. & p.m.
	If the time is on the hour it's not necessary to add the :00

	1:17 p.m., or 1 p.m.

	12 o’clock
	If the speaker says o'clock transcribe it as such

	12 o’clock

	[bookmark: _Toc255464952]3. Mathematical & Scientific Notation

	
	Instruction
	Correction Example

	Notations (+, -, etc.)
	For all mathematical notations involving multiplication use the spoken word like “times”.
	· Multiplication; 4 times 7 equals 28
· Division; 28 divided by 4 equals 7
· Addition; 2 plus 2 equals 4
· Subtraction; 2 minus 2 equals 0
· Equals (=), a equals b plus c


	Squared, cubed, power etc.
	For all mathematical notations involving exponential numbers, use the spoken word.

	· 4 to the 2nd equals 16
· 3 to the 3rd equals 27
· 5 to the nth equals 25

	Negative Numbers
	For all mathematical notations involving negative numbers use “negative”

	3 min#us 4 equals negative 1

	Fractions
	For all mathematical notations involving fractions, transcribe the spoken word. 

Exception: Please type one half for ½.

	1 plus 1 and 2 3rds equals x

	Variables
	All mathematical variables (a, b, c, x, y) should be written lower case unless shown in the video content as upper case, or specifically spoken otherwise

	Let's look at the number of players, p, in the context of the number of fans, or capital F.

	Scientific terminology, proper names, jargon
	If you are unsure with the word or how to spell it, Google the word or name to determine the correct spelling. If still unsure, type in iii for master to review.
	





	Hashtags

(Back to top)
	
Transcribe with pound sign, #
	#CrowdSurf


[bookmark: _Toc255464953]
Section Four- Sound Quickies
Sound Quickies are also referred to as Short Codes.  There are several rules to follow;
· Do not add punctuation after sound tags. 
· Type short code in all lowercase letters (iii) and all Tags in uppercase ([MUSIC]). 
· Do not place sound tags next to each other. For example, if a clip begins silently for a few seconds before music starts, add only the music sound tag.
· Make sure to either use the Short Code or the Tag in the correction example.  All else will be incorrect.
	[bookmark: _Toc255464954]Common Sound Quickies
	Instruction
	Short Code & Correction Example

	Indiscernible Audio

	Notation can be used to replace one word, or an entire sentence.

Incorrect Format examples: 
[iii], (iii), Iii, III, sp, sp?, [sp], xx, [x], etc
	 iii or  [INAUDIBLE]



	Crosstalk
(Word or phrase that is indiscernible because of the speakers talking over each other or at the same time)

	Incorrect:  tt, TTT, (??), etc.
	
 ttt or [CROSSTALK]



	Unknown 
Not Sure What The Word Is

	If not really sure of the word, use uuu or [UKNOWN]
	uuu or [UNKNOWN]

	Guess
You’re making a reasonable guess at the /g word based on the sound or context

	If not really sure of the word, use uuu or [UKNOWN]
	word/g

	Laugh

	
	[LAUGH]

	Music or singing








(Back to top)

	· Don't insert tag when music is playing in the background of speech. 

· Even if there is a brief 1-2 sec pause where the background music is the only sound no music tag is necessary.

· Lyrics should only be transcribed when a pop-up message specifically instructs you to transcribe lyrics. If in doubt, only use a [MUSIC] tag.
	[MUSIC]






[MUSIC] Happy birthday to you! Happy birthday to you! [MUSIC].


	Sound;
(Heard Phone Beep, Mechanical Noises, Distinct Background Sounds, applause, etc.)

	· Use for distinct noises. 
· Do not use for static. 
· Do not insert tag when sound is playing in the background of speech. 
· Do not create your own sound tags for specific noises or human-made sounds.
	[SOUND] or [NOISE]

	Cough 
(Cough or throat clearing noise)

	
	[COUGH]

	Foreign Language
	Use in place of any language other than English, even if you are able to understand the foreign language.
	[FOREIGN_LANGUAGE]

	Blank Audio


(Back to top)
	Use when there is no audio. Verify that the video has loaded correctly and that computer audio settings are correct.
	[BLANK_AUDIO]






[bookmark: _Toc255464955]Section Five- Computer Commands
	[bookmark: _Toc255464956]Keyboard Instructions
	Instruction
	Correction Example

	Shift
	Shift
	Shift-click to select all of the files in the folder

	Alt
	Alt
	If it Sounds like : Hold alt, control, delete.  Transcribe like this:  Hold Alt+Ctrl+Delete


	Option
	Option
	

	Command
	Cmd
	Press Cmd+Z (Mac) to undo the last action.  

	Control
	Ctrl
	Press Ctrl+Z (Windows) to undo the last action.

	Enter or Return
	Enter or Return
	

	Arrow up / arrow down
	Arrow up or arrow down
	Press the arrow up or arrow down keys to increase or decrease the pen diameter.

	Comma
	comma
	Press Ctrl + comma to increase the brush size.

	Period
	period
	

	Space bar
	Space bar
	

	F three 
(or any function key)
	F3
	

	Double-click
	double-click
	Double-click the border symbol to open it in symbol editing mode.

	Okay or OK
	OK
	Click OK. Only use this spelling when referring to the computer command.

	Choose File > Open




(Back to top)
	When the speaker instructs the user to go to a menu or to press a certain combination of keys, use the following conventions.
Choose File > Open
	When the speaker instructs the user to go to a menu or to press a certain combination of keys, use the following conventions.






[bookmark: _Toc255464957]Section Six- Sample Transcripts!
	Incorrect
	Correct

	>> yesterday @ around twelve o clock I was, um, visiting, uh, Dr. Smiths office and he was saying, “exercise is an important part of one's cardiovascular regimen (sp?)”
	Yesterday, at around 12 o'clock I was um, visiting uh, Dr. Smith's office. And he was saying exercise is an important part of one's cardiovascular regimen.

	Speaker 1:  Let's welcome Mary to the call. Mary, how do you spell your last name.
Speaker 2: Worthington.


My last name is Martines, M A R T I N E Z.
	>> Let's welcome Mary to the call. Mary how do you spell your last name.
>> W-O-R-T-H-I-N as in Nancy, G-T-O-N.


>> My last name is Martinez, M-A-R-T-I-N-E-Z.


	Speaker: Thanks Mary. Well begin with our 1st quarter sales figures. Dan can you update us.
	>> Thanks, Mary. We'll begin with our first quarter sales figures. Dan, can you update us.


	>> We've seen a fourteen percent increase in our market share, representing over 4,00,000 dollars in potential revenue

	>> We've seen a 14% increase in our market share, representing over $4 million in potential revenue.

	>> Don't you mean 5 point 1 million? Or are you leaving out latin America?
	>> Don't you mean 5.1 million, or are you leaving out Latin America?


	The 1st property states that A ^ N * A ^ M = A ^ (N + M), and is often referred to as the product rule. For example, [clears throat], A ^ 2 * A ^ 3 is = A ^ (2 + 3) or A ^ 5.
	The first property states that a to the n times a to the m is equal to a to the n plus m, and is often referred to as the “product rule.” For example, ccc a squared times a cubed is equal to a to the 2 plus 3, or a to the 5th


	>> Will we be discussing cyphertexts this semester?
>> Cypher texts, also known as encoded or encrypted information. Will be part of our discussion on touring machines and the different algorhythms that are used in a computers cpu.
	>> Will we be discussing ciphertexts this semester?
>> Ciphertexts, also known as encoded or encrypted information, will be part of our discussion on Turing machines and the different algorithms that are used in a computer's CPU.


	Speaker 1:  Let's welcome Mary to the call. Mary, how do you spell your last name.
Speaker 2: Worthington.

(Back to top)
	>> Let's welcome Mary to the call. Mary how do you spell your last name.
>> W-O-R-T-H-I-N as in Nancy, G-T-O-N.
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