
Reviewing Transcriptions on the 
Smithsonian Transcription Center 

What is transcription? 
Transcription is when you take a document, journal, letter, ledger, etc. that has been written by 
someone and type up each word on the page just as you see it. 

Why is transcription important?  
Transcription increases accessibility by making digitized materials more readable and 
searchable. This means that ​researchers​ can go online and read primary source documents 
about art and history. It means that ​scientists​ can learn about plants and animals from historic 
field books and data cards. It means that the stories of women, people of color, and other 
underacknowledged and marginalized groups can be shared so that we all learn a more 
inclusive history​. 

What is the Smithsonian Transcription Center? 
Started in 2013, ​The Transcription Center is a freely accessible website​ that  connects 
volunteers across the world with Smithsonian collections that need to be or already have been 
transcribed. 

How do I get started reviewing transcription work? 
 
Transcription review is when a volunteer carefully compares a completed transcription against 
the original text to ensure that they are the exact same. 

 
To review on the Transcription Center, you 
must have an account. You can set one up 
on the ​register​ page of the Transcription 
Center or by clicking ​sign up​ ​in the top right 
corner of the home page at 
transcription.si.edu. 
 
Once you have an account, you can start 
reviewing. Find a source that is marked 
yellow and says ​Needs Review​. 
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When you’re reviewing, remember: 
● Review for accuracy and completeness!​ Read the transcription and the original 

document carefully to make sure they match. 
● Read the entire transcript!​ Make sure that the transcription is of the entire original 

document. 
● Correct any errors! ​Use the blue ​reopen for editing​ button to make edits and modify the 

transcription to match the original document. Remember to preserve the original spelling 
and grammar, even if you know it’s incorrect. 

● Use the Reviewing Quick Guide to make edits! ​There are some special transcription 
markings you should be aware of. Use the ​Quick Guide​ below while you review. 

● Send back for review if you make edits! ​Any edits means that a new volunteer will 
need to review the transcription. Click the ​Complete and Mark for Review​ button to put it 
back in the queue for review. 

 

Transcription Quick Guide 

 

 Last updated March 13, 2020 

https://docs.google.com/document/d/11Sr4vHXm6A3x-uy7e6fvN78LbgyAEgXoRVeivpQHMVM/edit?usp=sharing

