
Directions for Transcription  
To make the videos on the UC San Diego Library’s Digital Collections website more accessible 
to the general public and to increase research and discoverability in an online environment of 
these collections, we will be transcribing the audio content of the videos.  The final product will 
be searchable. This will save the end-user time by allowing them to find exact quotes, and more 
accurately ascertain the topics covered in a video. In addition, this opens up the collection to 
users with hearing issues or that lack adequate playback software. 
 
1. Go to the video assigned to you in Trello. You may want to download the video to your local 

harddrive to make it easier for playback. 
Selected Digital Collections: 
■ TellUSHowUCit 
■ History of the UC San Diego Visual Arts Department 
■ Leo Szilard Papers 
■ inSite Archive 
■ IDEAS Performance Series 
■ Slab City 

 
2. Open the Copy of Template_Transcript and make a copy in the appropriate collections 

folder. 
a. Change the title of the document to include the ark identifier or number starting with 

bb in the URL of the video, “bb#_transcript” e.g. the transcript for the video 
https://library.ucsd.edu/dc/object/bb6929976r will be “bb6929976r_transcript” 

b. Fill out the top portion as follows: 
 

Title: [copy from Digital Collections metadata] 

Date:  [date of video] 

Collection:  [link to collection] 

Length of interview: [copy from Physical Description field in Digital Collections metadata] 

Link to the video:  [link to video] 

Transcriber/Translator:  [your name here] 

 
 
 
See the full transcript example: bb6929976r_transcript 
 

https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=Tell+Us+How+UC+It%3A+A+Living+Archive&f%5Bobject_type_sim%5D%5B%5D=video
https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=History+of+the+UC+San+Diego+Visual+Arts+Department&f%5Bobject_type_sim%5D%5B%5D=video
https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=Leo+Szilard+Papers&f%5Bobject_type_sim%5D%5B%5D=video&utf8=%E2%9C%93
https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=inSite+Archive&f%5Bobject_type_sim%5D%5B%5D=video
https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=IDEAS+Performance+Series&f%5Bobject_type_sim%5D%5B%5D=video
https://library.ucsd.edu/dc/search?f%5Bcollection_sim%5D%5B%5D=Slab+City&f%5Bobject_type_sim%5D%5B%5D=video
https://docs.google.com/document/d/1fpmrfrvkPW-5Oi-WefnD3tsFjUfWGuFgFwjlGfjrcN4/edit
https://library.ucsd.edu/dc/object/bb6929976r
https://docs.google.com/document/d/1Fm6aSnJqsMSJcZDxmLzwbTamogH5F8PIk5tnMf7yP10/edit


Title: Slab City Reel 013 

Date:  04/04/2020 

Collection:  Slab City https://library.ucsd.edu/dc/collection/bb9626205c 

Length of interview: 13 minutes 16 seconds 

Link to the video:  https://library.ucsd.edu/dc/object/bb6929976r 

Transcriber/Translator:  Rachel E. Lieu 

 
Add comments for the reviewer to indicate where words are [unclear] or uncertain [?]. Or if there 
is a proper name or noun that might need to be researched. 
 
Example: Sheila: No [unclear] they had Thanksgiving last year. They decided they’d move. 
 
Example: Sheila: Alright, over here on the right is the [?] from Washington. 
 

 
For any questions, use our Slack channel so the group can respond.  

Overall Goals:  
● To create a written copy of an oral conversation 
● Reflect (as closely as possible) the words, speech pattern, and thought pattern of the 

interview subject 
● Focus on content 

○ Identify who is speaking (when possible) 
○ specify/confirm proper nouns (people, places things) 

● Do not paraphrase: transcribe verbatim with exact word for word account, including word 
choice, grammar and ideas. 

● Watch each video before beginning the transcription - if transcription of that video is not 
useful let RACHEL/KIRK know immediately and we can note this and move on 

How To Videos: 
https://youtu.be/iWNCPj5jTWM 
 
Open  Google Docs > Tools > Voice Typing 

https://library.ucsd.edu/dc/collection/bb9626205c
https://library.ucsd.edu/dc/object/bb6929976r
https://youtu.be/iWNCPj5jTWM


Play the audio file (Let it run continuously) 
Transcribe the interview. 
Include the information at the top about the interview. 

Tips: 
● Google Voice Typing works on a Chrome browser. 
● Check your microphone settings if Voice Typing is grayed out in Google Docs; the 

computer mic might not be enabled. 
 
If this doesn’t work - that’s okay - you can just play back the video through the selected player 
and transcribe while listening to the audio. It may be slower to transcribe manually, but also 
more accurate with less editing.  Play the video in one window while transcribing the audio in 
another open window. Speak to your supervisor if you have trouble. 
 
Or if you know of other mobile apps with voice recognition, feel free to use it and share your 
findings with the group. 

Speech Patterns & Language: 
1. Connecting words: leave in words “and,” “but,” “so” 
2. Dialects and accents: it is not necessary to reproduce these 
3. Crutch words: leave in words “you know,” “you see,” and “like” 
4. Fillers: leave out fillers like “ah,” um,” “uh,” etc. 
5. False Starts:  include because they are often indicative of thought and speech patterns.  
6. Unfinished thoughts:  use dashes to show falters or incomplete thoughts 

a. Example: “Well I--We didn’t hear anything about the event.”  
7. Indecipherable words: use a question mark to show uncertainty, or if you cannot 

understand a word or phrase,use [unclear] 
a. Example: “My friend Kai Saito [?] talked a lot about [the internment camp in 

California?] 
b. Example: Sheila: No [unclear] they had Thanksgiving last year. They decided 

they’d move. 

Style: 
Abbreviations: Avoid them. 
Acronyms: Spell out the acronym, if known, using square brackets. 

Example: “I began working at the JCC [Jewish Community Center] in 1982.”  
Non Verbal Sounds: Note sounds with square brackets to help capture emotions or the 
ambiance.  

Example: Sheila: Oh, okay. [laughs] 
Example: We name our own areas. [dog barking] 

 



Tips & Tricks: 
● Transcription can be time consuming and a little tedious. It typically takes between 3-5 

hours per 1 hour of speech. 
● You may want to listen to the entire video at least once before beginning the 

transcription. 
● You may have to listen to the entire interview more than one time in order to fill in all the 

holes in information or to make corrections.  
● It may take background research for references to people, places, and things. 

○  Example: Middlebury or Middleberry [?] (Check spelling) 
● Type phonetically while doing the first draft, then go back and clean it up. Indicate and 

add a comment if you are uncertain [?] or if it is [unclear]. 
○ Words you are unfamiliar with or from a different language  

■ Example: lah-nai [?] (lanai--porch or veranda) 
○ Words with different pronunciations 

■ Example: Kernel (or Colonel?) [?]  
○ Words that may be easily misunderstood (use context and research)  

■ Example: Tree (or Three) [unclear] 
 
For any questions, check with your supervisor or ping the slack channel. 
 
Thank you for your work on this! 


