INSTRUCTIONS TO DOWNLOAD AUDIO FOR THE AK CRIMINAL CODE REVISION PROJECT


First - Contact Crys or Heidi to install the "Express Scribe" program on your computer.

1. Find a meeting that has not yet been transcribed by going to the Excel log located at - N:\lhrShare\Draftminutes\Criminal Code 1978.  The document is titled 1978 HJUD Criminal Code Revisions.xlsx (Right click to open).
2. After determining which meeting you wish to transcribe, go to the audio, which is located at: http://www.legis.state.ak.us/ftr/archives/Quarantine/CCR1978/1978/Reels
3. Click on "<dir> HJUD" to open the list of audio recordings, which will look like:
www.legis.state.ak.us - /ftr/archives/Quarantine/CCR1978/1978/Reels/HJUD/ 
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[To Parent Directory]

 12/5/2012  4:20 PM    143237376 01-HJUD-780110-780112.mp3
 12/5/2012  2:30 PM          431 01-HJUD-notes.txt
 12/5/2012  1:45 PM    165557376 02-HJUD-780113-780117.mp3 

4. Right click on the desired audio, click "Save target as...", click Desktop, keep file name the same, save as MP3 Format Sound.  Wait for download to complete (watch yellow bar on bottom ribbon of computer).
5. From the "DESKTOP" find your file, which will look like: 
[image: image1.png]1005



  titled  hjud 780118 780119  SHAPE  \* MERGEFORMAT 



6.  Right click on audio file and select  "Transcribe with Express Scribe."  (Watch the green bar in the program screen to see when downloading of the audio is complete.)
7.  Create a Word document by opening a blank document.  Name the blank document by going to the File tab, select "Save As", save to N:\lhrShare\Draftminutes\Criminal Code 1978 using these guidelines:

hjud 011878 011978

8.  Populate the body and footer by opening a completed set of minutes already in the Criminal Code 1978 folder.  Copy and paste from the completed minutes, correcting the dates, committee, members, bill history, etc. for your meeting.  Also include the "Note" that was created so readers will understand the limitations.

The goal of transcribing the AK Criminal Code revision project is to reflect as much of the general discussion of the criminal code revision as discernible.

9.  To begin transcribing, use the foot pedal and/or navigate via the Play Arrow or double forward/backward arrows:
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10.  Log your meeting in the Excel Log (1978 Criminal Code Revisions located at N:\lhrShare\Draftminutes\Criminal Code 1978 (Right click to open excel document).  If your audio spans two dates the log can be updated to reflect this and the "Note" updated to reflect the current Express Scribe time stamp from (0:00:00:0) to example: (1:24:43:5).
Additional Guidelines for using the document:
1.  Note within the document when there are large gaps of general discussion not lending to the context of the minutes.

2.  Use language such as: “Discussion ensued in which it was related ...”; “A question regarding ... was asked.”; “The response was ....”; 

3.  Additionally, review completed minutes to get a feel for the style used (Example: 1/20-1/25/78 transcribed by Sue Warner)
4. "Notes" were developed to indicate the transcribers don’t know who is present, who is speaking, and relate that the minutes reflect as much of the general discussion as discernible.
If anyone has ideas for notes or improvements, let Crys know so she and Ann Krekelberg can reach agreement and maintain conformity. 

5. Read background notes developed, which can also be updated and stored for future use located at:  

O:\\Fsjnu\Data\RECSHARE\1978 Criminal Code Revision Mins\NOTES TO BE USED IN CRIMINAL CODE REVISION MINS.doc
These notes may be helpful to review





audio file





This audio spans two separate dates.  Transcribe, but create a new set of draft minutes when the audio reaches the second date.
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