Transcribing Banns 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.

Firstly a warning about a function of Excel (and probably other spreadsheet software) called ‘Auto Complete’. This can be a useful feature but can also cause transcription errors to occur! If you enter the forename of ‘William Henry’ for a record then the next time you start typing Will... Excel will guess that you are trying to enter William Henry again and enter that text for you. If however you were only trying to enter William then you may have just entered the incorrect forename!!  Try this out for yourself so you can see what this facility is doing for you. There are two options:
1. Use this facility and make sure you double check the contents of each record after you have entered it; or
2. Switch off the facility
a. in Excel 2007 select the Office button, Excel Options, Advanced and then untick ‘Enable AutoComplete for cell values’ 

b. in Excel 2003 it’s under Tools, Options, Edit and look for the same AutoComplete entry
c. In Open Office Calc you need to select either the whole spreadsheet by clicking the box in the top left hand corner to the left of A and above 1 (or select the particular columns for which you want to switch off the feature) and then select Tools, Cell Contents an untick AutoInput
A few general points:

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

b) A sojourner is a temporary resident, so the word goes in the Abode column.

c) Gent, gentleman or gentlewoman is more an indication of Occupation than of any of our other column headings.

d) We transcribe 'as is' (as found in the document from 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. The main exception to this is where the use of a searchable database makes this impossible, as in the case of titles mentioned in the section below.

e) 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) and (in some instances) comma in the wrong places can cause the upload process to fail.

f) 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 ?-?

g) If the cleric used an abbreviation such as Jno., Wm. or Xopher, then please do the same in your transcription.

h) Please don't sanitize records, but use the words found in the documents, whether they concern illegitimate children, religious or racial issues.

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).

Year – usually this will simply be the 4 digit year as it appears in the register. For Banns records which were read in December and January, use a format like 1845/6. Remember that pre-1752 the calendar was different (see http://www.cornwall-opc.org/Resc/calendar_change.php for explanation). Please make sure you use the year as it was recorded in the parish records. 
Groom’s Forenames – please enter all the forenames of the couple, separated by a single space. 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)’.

Groom’s Surname – transcribe ‘as is’ without changing the spelling
Abode – enter the abode as recorded even if the spelling is ‘incorrect’
Condition & Occupation – please enter whatever information is in the parish register
Bride’s Forenames, Surname, Abode, Condition & Occupation – same format as for the Groom fields
1st Date, 2nd Date, 3rd Date – 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’.

Note that these 3 dates are quite often 1 week apart. If you are confident with Excel then it’s quite easy to set a formula to generate the 2nd & 3rd dates by adding 7 to the 1st Date. If the entries are not one week apart then just overwrite the formula while you are transcribing. Note that you’ll have to do a copy/paste values for those columns when you’ve finished the transcription.
Register Notes – add here any additional information in the record.
Transcriber Notes – this is for you to record anything else that you want to pass on to the researcher e.g. forename might be Jane or Jone
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).
When in doubt, remember that ‘as is’ rules OK!
