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Shortcut list for easy reference

General commands

Most commands can be found in the toolbar at the top of the page. As you might
expect, the system includes buttons to Save, Undo and Redo. We recommend that
you save your work often!
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Line breaks

You can enter a line break by pressing the Enter key, and the system will record this
automatically. If the break is in the middle of a word, it will enter a hyphen automa-
tically. You can also enter a line break through the menu bar in the B (Break) button.
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4 pieron cuemo los romanos.

eran arribados a affrica;

g < fueron much espantados.

Column breaks

You insert column breaks, by putting the cursor in the place you think there is a
column break and clicking on the B icon in the toolbar:
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In the dialogue box, choose column break and click insert. You will see the marker
‘CB’ entered into your transcription at the end of the column.

Please specify the break X

Information about the break

Type of brask

Alignment

URL to digital | |
image
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Rubrics, other colours and capitals

To mark text as rubric, highlight the text in question. Click on the O (Ornamentation)
icon in the toolbar:
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In the drop down menu, choose Highlight text > Rubrication.

TRANSCRIBE ESTORIA ‘ TRAINING ‘ [EN] Es

Logged in as: wardamm (Logout?)
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Highlight text »|  Rubrication

Displaced text ~ »  Red

De como Mahomat priso a los coraxinos. os. Andados quatro

.o+ 44 anno del Regnado del Rey Sisebuto que fi Other Other color * juaenta e syete. 1
- l:ﬁ\ Captals ,
| | {2 14 Quando andaua ell anno. de la encarnacion en seyscientos ¢ uizenucue auno. 9 e el dell Jmperio de

| Eraclio en onze. 1 Pues que mahomat ouo estado en yatrib cinco annos como auemos dicho;
saliosse ende e uinosse pora Meca. 1 Mas por que los Coraxinos que aorauan los ydolos aun tenien

la mayor parte de la uilla de Meca. non osaua ell andar por la uilla si non muy encubierta mientre

NB! Please edit the text of the rubric (entering abbreviations, corrections etc.) before
you mark it as a rubric. You'll see there is also the option here to enter a capital.
Select the letter you want to pick out as a capital. Click on Capitals, and then Add,
as follows:

TRANSCRIBE ESTORIA TRAINING ‘ EN | ES

Logged in as: wardamm (Logout?)
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1 i
Capto . Cio. De como mahomad pso Dbl §| el
«! g mando fazer alos moros .. Othec Other color

Capitals » Add

., ' Andados quatro anno del Regnado del Rey Sisebuto que wue. xrusaer gy

4 cinquaenta e syete. 1 Quando andaua ell anno. de la encarnacion en seyscien Dolets nno.

como auemos dicho; saliosse ende e uinosse pora Meca. 1 Mas por que los Coraxinos que aorauan

. | : o 8 4 ) - Ton
e m&mwl_‘w’j& los ydolos aun tenien la mayor parte de la uilla de Meca. non osaua ell andar por la uilla si non

In the dialogue box, tell us how many lines high the capital is:

Please specify the capitals X

Height of the capitals El line(s)

=T

(Information about capitals ‘
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In this case, the capital is predominantly blue, so we would like to know this too. You
use the same O menu for this but this time Highlight text, and choose the appropriate
colour (in this case Blue) in the option Other color:

TRANSCRIBE ESTORIA ‘ TRAINING | EN | ES

Logged in as: wardamm (Logout?)
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I — -
1 i
el aP*O . io . De como mahoma PSD Displaced text N Red
|+ q mando fazer alos moros . owe
i Capitals »  Green
{ A ndados quatro anno del Regnado del Rey Sisebuw que tue. x om0, tos e
iy
— | : . . Othe
d cinquaenta e syete. 1 Quando andaua ell anno. de la encarnacion en seyscien " nno.

9 e el dell Jmperio de Eraclio en onze. 9 Pues que mahomat ouo estado en yatrib cinco annos

como dicho; saliosse ende ¢ ui pora Meca. 1 Mas por que los Coraxinos que aorauan

qu
 WlLi%e 1 los ydolos aun tenien la mayor parte de la uilla de Meca. non osaua ell andar por la uilla si non

muy encubierta mientre e muy omildoso. De guissa que non quiso por un tiempo fazer nin dezir

‘ TRAINING

Logged in 85 wardamm (Logout?)
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Caplo . Cio. De como mahomad piso alos coraxinos T delo
| «! g mando fazer alos moros ..
; ‘ "y = A ndados quatro anno del Regnado del Rey Sisebuto que fue. 1 En la era de seyscientos
d e cinquaenta e syete. 1 Quando andaua ell anno. de la encarnacion en seyscientos e dizenueue
W“‘ anno. ¥ e el dell Jmperio de Eraclio en onze. Y Pues que mahomat ouo estado en yatrib cinco
o s
miym

{2 { aorauan los ydolos aun tenien la mayor parte de la uilla de Meca. non osaua ell andar por la uilla si

-
Wﬁl; AM non muy encubierta mientre e muy omildoso. De guissa que non quiso por un tiempo fazer nin
mﬁn& %g u;ﬂ

o 3 y ' dezir ninguna cosa. que por propheta fuesse el tenudo nin connosguda. 1 Desi saliosse dalli e
Amiens 37

annos como auemos dicho; saliosse ende e uinosse pora Meca. 1 Mas por que los Coraxinos que

Abbreviations

In most cases, you highlight the characters that are abbreviated and click on the
omega symbol O in the tool bar:
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A box will appear with all of the possible abbreviations. In the first line are the
abbreviations associated with the macron, or general sign of abbreviation (n, mn, ue
etc.). In the second line you will see the combined letters, which are letters crossed
through the bottom, middle or top, by a horizontal line, and which represent different
abbreviated values (b > bis, h > her, ha; t > les, le, el; I > ller, > ser, p > per, por,
par; p > pro). In the third line you will see superscript letters with their corresponding
values (* > ua, ra; ¢ > re, ' > ui, ri; ° > or). In the fourth line are special characters (t
>e,  >er, re; 9 >us, con). And finally, in the fifth line are the special compounds:
(sco > sancto, tpo > tienpo, tria > tierra, xpo > cristo, etc.).

nfrbe -4 effoyp
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Special Characters X

macron

combinedletters | 5 | h | h | 1 1 1 I | F|Dp|Dp | P

superscript letters 2 - a e i i i o
special symbols T . 19 | 9
abbreviated sc ofon tpo trra ot thu
compendia Xpo x° Caplo ithrim

Close

Choose the appropriate symbol. Note that the first line contains an array of :
This is because each of them represents a different abbreviation. The first one is
represents an “n”, the second one an “m”, the third one “mn”, the fourth one “ue”
and so on. If you hover over any of these characters, you can see what the expanded
version represents to the right of the box. In this example, you can see that the
macron being chosen represents “Le”, so you would use it to represent, for example,

or , Where this represents “gue” and “ ”. Note that in the other lines
too, the same symbol can represent different expansions, so be careful to choose
the right one!

Special Characters X

macron

aaaaaaaaa

combinedletters b | h | h 1 1 1 I #| F|p p|op

superscript letters 2 a 2 e i i i °
special symbols T . 9 9 ue-macron
abbreviated = oron 1po trfa nr i
compendia xpo x° Caplo ihrtm

Close

As we have seen, in most cases you have to select in the base text the characters
that are abbreviated (thus, “ue” in the case of the word “q > que”, or “agllos >
aquellos”; “ua” in the case of the word “g?do > quando”) and click on the appropriate
symbol in the dialogue box. But take note! In the case of the ,inline
2, you also have to select the preceding letter because in these cases the system
both the abbreviated characters and the letter crossed by the horizontal line - thus
in the word “ ”, you have to select “bis” (and not just “is”) and then insert the

symbol “b”.
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Special Characters X

macron

combinedletters b h h t |1 t |t #H | P p|lp »p

superscript letters 2 a 2 e i i i o
special symbols : 9|9 bis
abbreviated s ofon tpo trfa nf ihu
compendia xfo - Caplo et

Close

In the transcription window you can see the abbreviations in one of two ways: with
or without the expansion. You can choose which way to see the text at the bottom
right of the transcription window show/hide expansions.

4 plimicnto darmas pora toda la cibdat.
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Reset to Base Text? Show Expansions?

Seeing the expansions of all of the text you have entered can be very useful to check
you have entered the right one. You will see that the abbreviated characters appear
in grey and preceded by the abbreviated character in question - ag(ue)llo. If, on teh
other hand, you prefer not to see the expansions, in this case you will see the
following: agllo.

Punctuation

You can use the full stop on your keyboard for most of the points you will see.
Occasionally you may see other punctuation marks, especially the pilcrow 9 or the
fripunctus .. You can enter any such marks by placing the cursor where the
punctuation mark is to go and click the P icon on the toolbar:
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In the drop down menu, choose whichever mark you see:

TRANSCRIBE ESTORIA I ‘TRA[NING \ EN | ES

= o - Logged in as: wardamm (Logout?)
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Caplo . Cio. De como mahomac  (ounctus)

) St ) m abls‘ o] - (tripunctus) Blank spaces (Ctrl+Alt+S) »

el < on Wﬂ&\b g mando fazer alos moros .. 2 (punctus interrogativus)

w‘u‘ g ﬁ.\n‘i% %ﬂ“ .| < A ndados quatro anno del : punctus elevatus) ebuto que fue. 1 En la era de seyscientos
meal.mag YN

mbﬂaw““!‘h‘&"“‘" Mal.u&u. 1 ¢ el dell Jmperio de Eracli 1P ah tad. trib ci

- = anno. 1 ¢ el dell Jmperio de Eraclio en onze. 9 Pues que mahomat ouo estado en yatrib cinco

5 oftia o b, ocLa Wl ik i

e

1l (calderon)
e cinquaenta e syete. ¥ Quando andau. «.. wiisw. e 2 wacarnacion en seyscientos e dizenueue

m-‘m‘.v 0 o glid ! annos como auemos dichoj; saliosse ende e uinosse pora Meca. 1 Mas por que los Coraxinos que

g? 4% Mﬁ‘ 3 JpiM TWe € ¢ aorauan los ydolos aun tenien la mayor parte de la uilla de Meca. non osaua ell andar por la uilla si
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Marginalia

Where there are marginal comments, place the cursor in the text at the closest point
to the marginal note, and click on the IV on the toolbar:
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Type the marginal text in the box (in this case “Seujlla”), remembering to represent
it as closely as possible.

Specify marginalia X

Information about the marginalia
Marginalia | Chapter number ;I |
Number of lines covered 0 2l

«~» LoD -0 &-

Seujlla
Text or number (as written on page)
Number (as used for XML attribute "n") | Calculate number automatically
position [ — LI
Alignment | ;l

Then use the dropdown menu Position to specify where on the page, column or line
you see it. Then press Insert.

I x
- Information about the marginalia—{ Page top margin l —
Marginalia |: Page bottom margin \—I i

Page left margin

Number of lines covered |: Pags right margin

Column top margin 3-8 a
- - -

|| €olumn bottom margin

Column left margin
Column right margin
Text or number (as written on page) Line left margin

Line right margin
Above line

| Below line

Herz

Overwritten text

Number (as used for XML attribute "n") 1 oo - | Tl i e ey
Position : il [ |
Alignment
[_cancel ]

You can ignore all of the other menus for now. If you pass the cursor over the place
where you have entered the note on the transcription, you will see a window appear
with the data you have entered.
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Corrections and other alterations

If there are alterations in the text, put the cursor where they appear, or highlight text
that has been (e.g.) struckthrough. Then click on the D (Deficiency) in the toolbar.
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Then click on uncertain letters or gap depending on what kind of alteration or illegible
text it is. The option uncertain letters allows you to indicate a sequence in the text
which is not clear for some reason. If this is the case, highlight the word or characters
in question and in the D button on the toolbar, choose the option uncertain letters:

TRANSCRIBE ESTORIA | TRANSCRIBE ‘

Logged in as: ripichel (Logout

Qo Psae @ XD EE-E-0- B-U T

= e ¢ Uncertain letters (Ctri+Alt+U) » Add
.| Del conseio q ouieron los de cartha -
¥ Gap (ClI+Alt+G) ’

f% | ¢ go como fiziessen {01177 los romanos.

| ¢ vando los de Carthago so -

4 pieron cuemo los romano s

4 eran arribados a affrica;

: | ¢ fueron much espantados.
: 10 .

” > e I o
Sy Lo uno porque uinieran

< much assoora. lo al por que

In the dialogue box, indicate the probable cause of the textual deficiency: poor
image, faded ink, damage to page etc. Then click insert.

Please specify the unclear text

Information about the uncertain letters

x
|

You will see that in your transcription, the word will appear under-dotted, which
indicates that the transcription is unclear.
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" Del conseio q (11©) ouieron los de cartha

<4 go como fiziessen| con
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If the text is completely illegible, then in the D button choose the option gap and in
the dialogue box indicate the approximate length of the sequence.

TRANSCRIBE ESTORIA ‘ TRANSCRIBE
e »

SPQ © Msae & XD & B0 B m- E-U T

P . Uncertain letters (Ctri+Alt+U) »
Del conseio q ouieron los de cartha -

Gap (Clri+Alt+G) » | Add
4 go como fiziessen | contra los romanos. ]

o Q vando los de Carthago so -

4 pieron cuemo los romano s

¥  cran arribados a affrica;

| ¢ fueron much espantados.

< Lo uno porque uinieran

If you are sure that what is missing is a determined number of words or letters then
you can indicate this in the submenu unit (words, characters etc.) and extent (1, 2,
3, 4 etc.)

Char

Line
Page
Quire
Book
Chapter 1
Vs Please specify the gap X
r Informatior Word e ap Help
Reason O gper ent is absent) ® tilegible (parchment is present) O Unspecified O Inferred page
Unit Char ~] | |
Extent 3 | [ Extent=Unspecified [ Extent=part |

If you are not sure, then choose the words or characters option (depending on whether
it is a lengthy or short sequence) and in extent click on the unspecified option.

Please specify the gap X
Information about the gap
Reason () Lacuna (parchment is absent) ® Tilegible (parchment is present) O unspecified O 1nferred page
Unit Char - [ |
Extent unspecified pecified Extent=Part

You will see that in the transcription will appear, in red and between square brackets,
the details of what you have specified: in this case a sequence of [3] illegible
characters, and a further two sequences in which it has not been possible to state
the length ([unspecified] and [...]).

q«»gomaveﬁxmﬁmv v i

Del conseio q | [3] | los [unspecified] de cartha

[...] fiziessen contra los romanos.

Q vando los de Carthago so -

-u-r,(‘l: "., 9
T3 -9-
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