Transcribing Memorial Inscription Records
Please download the standard CSV file format (from http://www.cornwall-opc.org/Resc/sample_database.php) , read these notes and then try transcribing a few records. Myra or Bill will be happy to review your first attempt and to point out any format errors to you.

A few general points:

a) If no data is available for a particular column, then leave that cell blank. Please don't include any assumptions or data from other sources.

b) We transcribe 'as is' (as found in the document from/ headstone which we're transcribing), even if we know that the record is wrong. This gives a researcher the information as they would find it, if they were to consult the original themselves. 
c) Please keep to the formats in the above sample files. Any additional columns, or the use of characters such as hyphen, hash, asterisk, tilde, double quote, square brackets, ½ (or any other fractions or special characters) can cause the upload process to fail.

d) The above is particularly true for names which are not decipherable. These are the recommended ways of indicating doubt, with no space between the ? and the preceding or following letter. 
e.g. ?----, Mo----? or ?--sp---? and, for dates, ?-Jul,  21-? or ?-?

e) If the inscription uses an abbreviation such as Jno., Wm. or Xopher, then please do the same in your transcription.

f) Please don't sanitize records, but use the words found in the documents/headstones

Now let’s look at the requirements for each spreadsheet column in turn:
LDS Film/image numbers - When transcribing from LDS films, the film number will be as given, either on the CD you receive, or in the email from Bill or Myra. The image number is the second part of the image name e.g. if the image is called 4170153_00304.jpg, then its number is 304. The first part of the image name (4170153) identifies the photographer and is irrelevant to us.
Parish – Please enter the standard name for the parish that you are working on. These standard names can be confirmed from the database coverage page at http://www.cornwall-opc-database.org/coverage_parishes.php. Note that in most spreadsheet packages there will be a very easy way to copy this entry down all the rows once you have finished so please don’t retype it on every line (Bill/Myra will do this for you if you’re not sure how to).

Day Month – this can be either the date of death or the date of burial – whichever is given. The text in the inscription column will explain which it is.  Please enter this in the format ‘dd mmm’ e.g. ‘10 Oct’ (don’t type the quotes!). If you are using Excel then it will probably change it to ‘10-Oct’ which will show that it has recognised it as a date. Please DO NOT enter the date as ‘Oct 10’ as spreadsheets are likely to interpret this as ‘Oct 2010’.

Year –this will simply be the 4 digit year as it appears in the document/inscription. If there is doubt, use a question mark as in ‘1834?’
Forenames – please enter all the forenames of the person’s name, separated by a single space. Please note that if the record relates to multiple family burials then record each person in a separate row of the spreadsheet with all other details duplicated. 
If the person has a title e.g. Miss, The Right Honourable etc. then the title should go in parentheses after the forename e.g. ‘John (Sir)’.

Surname – transcribe ‘as is’ without changing the spelling
Age/DoB– please transcribe the age or Date of Birth as recorded. There is no need to add ‘years’ as that is assumed. If the age is expressed in months/weeks/days then use m/w/d as the abbreviation (e.g. 6m, 10d or 1y 6m). If the age is expressed as, say 1½ then please enter this as 1y 6m. Other expressions such as ‘infant’ are fine but please note that any entry in this column must be less than 10 characters. Additional information can appear in the Inscription column.
Location – Use this field to identify the cemetery (and the grave reference, if known) or the location of the memorial e.g. left hand wall in Nave. Please make sure that any location reference makes sense to the researcher.
Inscription – Here you can record a summary or the full text of the inscription. When recording an inscription it may help to use the “/” character to denote a new line. When entering records for multiple names on a headstone either repeat the full text of the inscription or enter the name and burial year for the person where the full text is recorded e.g. ‘see entry for Joseph BASS 1871’ so the researcher can search for that name/year and find the record.
Notes – add here any additional information you want the researcher to see. You can also point the researcher to where they can see the full text of an inscription or a photo perhaps e.g. Gerrans OPC website. 
Transcriber – Enter your name in the format that you would like to see it displayed. As with the parish, there’s no need to retype this for every record as the ‘fill down’ function in Excel can duplicate this down all rows in a couple of seconds when you’ve finished (Bill/Myra can do this for you).
Please remember that each record has to make sense when read on its own!
