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Overview

FreeCEN
aims to provide free-on-line transcriptions from the UK Census records, allowing computer searches across County borders and between census years.

FreeCEN is completely unfunded and non-commercial.

It aims to transcribe all the UK 19th century census returns to create an online "free-to-view" database.  It is part of an overall project that also covers the registers of Births, Marriages & Deaths (FreeBMD) and Parish Registers (FreeREG).  

The technical methodology and strategy devised for FreeCEN has been proven through a number of projects.  The reasoning behind using only software devised for FreeCEN is to ensure that ensuing transcriptions arrive on the on-line database to the same standard, both in terms of coding systems, and checking and validation procedures, used; in other words, to a consistent, and high, standard.  Therefore, it is hoped that Organisers will be committed to ensure that transcriptions, checking and validation operations do take place exactly as specified, and that no steps are introduced or deducted without discussion with the FreeCEN organisers.  From this, and since access to the data will be freely accessible on the on-line database, it should be understood that no preliminary electronic recording stage to the FreeCEN standard transcribing process, nor extraction of data from the transcribed and checked data files, may be introduced without consultation with the FreeCEN organisers.

This document details the processes required by a coordinator.  It does not replace individual program help files.  Please read this document thoroughly while you are waiting for your films or CDs to arrive.  You will then be in a good position to decide how to manage your county transcriptions.  How you organize your county projects is up to you, subject only to using the software and procedures laid down by FreeCen.  This document will provide you with more information on the software and procedures as well as provide suggestions for setting up.  

The main principles are that a) the data should be as accurate as possible; and b) a researcher must be able to cross reference to the original census data.

As with all working documentation, this user guide is subject to change.  If you have any comments, or additions to suggest please drop Michelle, the Scottish coordinator, an email at mmjeffery@gmail.com.  

Grateful acknowledgements to the many hundreds of volunteers around the world whose efforts make this ambitious undertaking possible, to the Church of Jesus Christ of the Latter Day Saints who loan the various fiche, film and CD images of the Records Office papers for transcription. 

All items © FreeCEN Project.   

This version 3.0 dated October 2004

Background organisation

Project

	Area of responsibility
	Name
	Email

	"Chair" of the EXEC
	Dave Newbury
	David@davejo.eclipse.co.uk 

	Vice-Chair 
	Brenda Bowers
	bowbren@ntlworld.com 

	Compact Disc liaison 
	Natalia McKenzie 
	na.mckenzie@clear.net.nz 

	Database; programming 
	Dave Mayall 
	dave@research-group.co.uk  

	Postmaster (mailing lists)& ctyPARMS
	Dave Newbury
	David@davejo.eclipse.co.uk 

	assisted by 
	Brenda Bowers
	bowbren@ntlworld.com 

	Project Manager 
	Dave Newbury 
	David@davejo.eclipse.co.uk 

	SCT - Regional Organiser 
	Michelle Jeffery 
	mmjeffery@gmail.com

	Spreadsheet assistance 
	Brenda Bowers 
	bowbren@ntlworld.com 

	Support 
	Carol Barber
	carol.barber@blueyonder.co.uk 

	
	Michael Borrill
	michaelborrill@btinternet.com 

	
	John Pope 
	john@reneepope.freeserve.co.uk  

	WLS - Regional Organiser 
	Natalia McKenzie 
	na.mckenzie@clear.net.nz 


Scotland

Scotland is divided into 35 counties, each with a county coordinator.  A particular coordinator may, in fact, look after more than one county, or have an assistant to help manage a large county.  All coordinators have had to go through the same pain barrier as they got their county up and running, so you will be able to get much help from those who have been there before you.  You will be on the circulation list for Scottish newsletters.

General Process

FreeCEN involves several stages in the preparation of data for the on-line Database. 

Abbreviations

	GSU
	Genealogical Support Unit

	LDS
	Church of the Latter Day Saints

	Piece
	A CD containing sufficient, but not excessive work for a volunteer

	HMSO
	Her Majesty’s Stationary Office

	GROS
	General Record’s Office of Scotland


Transcription

Transcription takes the data from census images to a computer file, faithfully reproducing the enumerator's original records, including their errors.  The method for the Scotland project is a spreadsheet based system, call SSCENS.  This is a spreadsheet specification (as opposed to a program) that defines the standards to be applied if a transcriber chooses to do data entry into a spreadsheet layout.  SSCENS cannot impose any worker discipline during the data entry, but utility programmes are available which enable a transcriber or their coordinator to check work for compliance with the required standards.  This will run on any platform of computer and requires only a spreadsheet program that can read and write CSV (comma separated variable) format files.  This piece of software and other files are available for download via the main web site.  Transcribers produce a CSV file and, optionally, a text file called MYNOTES.TXT.  These, with the county cross reference file, are zipped into the file used as input to the next stage.

The images may be provided in the form of microfiche, film, or CD according to the arrangements made for each specific county project.  Transcription work is allocated as conveniently sized "Pieces" which may, typically, contain records for 1000 up to 6000 residents. 

Microfilms are being phased out and at some point only CDs will be available.  This user guide will therefore concentrate on CDs.  However, since there is generally 1 CD per microfilm, then the information will apply to microfilm as well as CD.

A cross reference file is defined before work commences to correlate the internal numbering with the official parish names and numbers.
Transcribers examine images of census pages for the purpose of creating a computer file, which will represent an accurate transcript of the original document, complete with such errors and omissions as may exist.  Variations from the original may be made under tightly controlled conditions.
Doubts and comments about the transcription can be expressed using a system of Notes which may be either intended to display on the final database or which may be for 'internal communication' to subsequent workers with the Piece. 

Completed Work, together with the loan media containing the census images, is normally returned to the County Coordinator who will issue the work to another volunteer for Checking or Validation.

Checking

The transcribed file is checked against the census image, by a second volunteer, with resolution of interpretation queries wherever possible.  It is faster than transcribing but vital to the whole process in that it provides a 100% check of the transcribers work.

The checker will compare every record, field-by-field, with the fiche or CD using a standalone program.  The checker will note that the initial "finger-work" has been done - and most of it is in fact quite accurate.  There may be typing errors to correct, and every now and then an interpretation is required.  Remember that if neither the transcriber nor the checker can read the record then the chances are that no one can.  
Validation

The main purpose of validation is to make the data fit to be uploaded.  Any differences between the transcriber and checker are resolved.  Validation is done by another volunteer, or the coordinator, who is familiar with the area concerned.  This aims for final resolution of any outstanding queries.  Any queries remaining after Validation will be flagged as "doubtful data" on the online database. 

The validator looks only at the comments from the transcriber and checker to confirm corrections.  He/she also checks the notes, as those left will be put into the final database and this field may also have been used as a method of communication between the transcriber and checker.

Any comments used to communicate problems are adjusted either by removing completely, or by composing a suitable comment to remain with the data into the database.  The output from this process is a zip file, which should be stored as a backup.  Contained within this is a validated file, and it is this that is sent to the database.

Upload to database

This process is the final step in the process and involves sending the final data file to the database administrator for adding in to the database (See Appendix E).  Post-Validation is primarily a tidying of the data file before upload to the Internet Database, mainly by rationalising the format and content of brief Notes made by the transcriber that may be relevant to certain records. 

Role of County Coordinator

Overview

The county coordinator’s principal role will be to organise the processing of census records from either microfilm or CDs to a computer database.  Additionally it will be to establish relationships with any other organisations which can help in this endeavour.  They need to use all available means to find, recruit and retain volunteers, perhaps starting with just a small band but building to a suitable number to tackle the project in a reasonable timescale.

It is important the accuracy is maintained by adopting the three person approach; one transcribes, one checks and a third validates the piece.  This means that the coordinator should not to take over transcriptions when they are having difficulty finding suitable volunteers.  If you wish to take on some of the transcription then that piece has to be validated by another volunteer.
Basic steps

Initial processing

1.
Complete and forward an order for CDs to the GSU 

2.
Find and subscribe to relevant mailing lists 

Organisation
1.
Analyse data 



a.
Build spreadsheet



b.
Divide into pieces and number



c.
Prepare cross reference file

2.
Find volunteers 

3.
Download software



a.
Parameter file



b.
Toolbox



c.
Checking software (optional)



d.
Validation software

Ongoing process

1.
Help volunteers

2.
Receive completed transcriptions, check and build files for checking

3.
Receive checked data and validate same.

4
Extract validated file for final output and upload to database system 

5.
Collect and forward statistics to Scottish coordinator as requested

Final Process
1.
Collect all CDs and return to GSU

Initial processing
Ordering CDs

All CDs are provided for the project on a loan basis.  They must be returned to the LDS after the project is complete.  The expected timescale for your county is two years from receipt of media.  An application form requires to be sent to the LDS Centre.  You will be supplied with this form.  It may be printed out, signed and, if possible, scanned and emailed to the GSU.

Find mailing lists

There is an extensive list of mailing lists available on Rootsweb.  Subscribe to as many relevant ones as possible, and try to contribute especially in the area of census records.

Organisation

This will be the most important part of the coordinator’s work as the more consciously that this part is done the easier it will be to monitor and track the work.  Coordinators are free to carry this out in any way that is suitable for them, but it is suggested that the process detailed below be used as a foundation for the work.  The use of a spreadsheet for the work has been found to be extremely useful as a number of calculations are required and statistics are regularly produced.
Analyse data

The purpose of this stage is to ascertain the various parameters of the project.  Your overall objectives are a) to divide the CDs up into pieces; b) produce a valid numbering scheme for the pieces; c) to ensure an accurate and unique cross-reference to the original data; and d) produce a cross reference file for linking all parts of the process.  The only way to do this is to examine the records and note all useful information.  

The information required at some point in the project is:

	a
	Raw data
	County number

	
	
	County name

	
	
	CD number

	
	
	Parish name

	
	
	Parish number

	
	
	District number

	
	
	Book number, if applicable

	
	
	Number of records per district, approximately

	
	
	

	b
	Reference number
	FreeCEN reference number

	
	
	

	c
	Progress data
	Transcription volunteer

	
	
	Checker volunteer

	
	
	Location of CD


Most of the analysis work may be done by just one run through the CDs.  Each CD may contain about 1000 JPG images, each of one page of the original census record.  Using the progress monitor page as an example (see Appendix C); this check should provide the Parish number, civil and ecclesiastical districts; the book number (where appropriate) and the enumeration district (ED) number; and approximate number of records.  The book number and ED number may be different.  The number of records may be estimated by the number of images times the 25 for 1841; or 20 for 1851; etc.
A check should be carried out now to ensure that each piece is uniquely identified by parish number, parish name, and district or book number.  
By checking the number of records, of each piece it is possible to see if any parish needs to be split for transcription purposes using a limit of about 5000 per piece.  
GRO numbering system

One of the principles is to allow a researcher to be able to return to the original source.  The database therefore needs specific information.  The GRO(S) holds all census information in the form of books.  Each book holds a district, or part of a district, and has a unique numbering system.  The CDs, which have been supplied, contain photographs of each page of the census book.  
For 1841 records, the first page contains two labels, the top one is from the front cover of the book and the centre label is from the front page of the enumeration.  The book label contains the parish number and the book number; the parish name and parish number.  The GRO(S) will be using the combination of parish number, book number and the page number for their digitisation project, which will put copies of all pages online.  FreeCEN therefore requires that this information is also retained.  No other system provides uniqueness.  The book number will be stored in the folio number field on the spreadsheet.

For 1851 records, there are volume numbers and these should be used in a similar manner to 1841 book numbers.

You will need to determine how you wish to divide up the records into sets for your volunteers to transcribe.  The normal number of records per piece should fall between 3000 and 5000 records.  If you have small parishes you can choose to group them together or assign them out individually.  Larger parishes will need to be sub-divided into smaller sets.  

FreeCEN numbering system

FreeCEN reference numbers may now be added.  We use a naming system for each file for the following purposes:

1) to identify individual pieces

2) to relay to the database administrator, the parish and county of the data submitted.

The file names are unique numbers based on year, location, and depend on the number of pieces required per parish.  
The FreeCEN numbering system is as follows:

The basic numbering system is HSyxxzzz for 1841 and 1851; and RSyxxzzz for 1861 and 1871,    where

HS 
= the source of the returns ("H" for Home Office, “R” for Registrar, "S" for Scotland)

y 
= the decade of the census (4 for 1841, 5 for 1851, etc.)

xx
= the piece number.  If the parish is being transcribed as a complete unit by one transcriber the piece number is "10".  If the parish has more than one transcriber or has multiple sub-divisions (91/a, 644/2, etc.) then the piece numbers begin at "11" and go up incrementally.  When more than 9 pieces are required per parish then do not use a 0 in the 5th position.
zzz 
= the parish number as assigned by the original census office

This numbering system will be used to monitor the progress, help check the data and be used to upload the finished product into the database.  Once the piece reaches the database the FreeCEN number is removed, as it is no longer valid.

As all basic data is now recorded it is time to refine the spreadsheet for two different purposes.  

Project control

Appendix C shows an example of the different stages that a piece will pass through during its path from CD image to electronic database.

Cross reference file

The FreeCEN numbers are used for internal processing and will not be required for the final database.  It is essential, therefore, that there be a cross reference file relating both sets of information.  Each county file is different.  It contains the information required to upload the data correctly.  This will be built in conjunction with the database administrator.  The file will be a CSV file built as described in Appendix F. 
Volunteers

Your task is to recruit and supervise a team of volunteers to transcribe, check and validate the returns you have borrowed from the LDS.  You will get all the support you need, but how you go about it is up to you.  However, you require each piece to be worked on by three different volunteers.  It is quite common for the coordinator to do the validation, as you, the coordinator, will be the final arbiter of the work.  This stage is not particularly onerous, but it does imply that you will not be doing any of the actual transcription or checking.  You will find that some of your volunteers may do a large amount of the transcription or checking, and some will only do a small amount.  Remember that each piece done gets us closer to our final objective.  Remember that many volunteers will not be highly computer sophisticated.  These particular volunteers, however, may be among the most enthusiastic.

Care needs to be taken that you retain the volunteer's snail-mail address (and telephone number if possible) as well as e-mail address.  You may also wish to ask the volunteer for a commitment to either finish the piece in a reasonable time or return the CD to you.

All volunteers will need to have access to a PC, and the Internet.  The work may be done in a library or LDS family history centre, or by using their own equipment.  

Do not be tempted by offers of free labour such as by a work-experience group.  The chances are that they will probably not have the interest in the transcription to give it justice.  Be prepared for some disappointments, such as the occasional transcriber backing out, and the need to re-allocate the transcription to someone else.  

Do not send volunteers too much work to do until you can see that they have the appetite!!  Just send out one piece to start with (although that piece may contain two or more slides).  

Once a transcriber has finished a transcription, make an approach to the volunteer to see whether they would care to do additional transcriptions, or act as a checker.  

The checking and validation stages require more expertise, and such volunteers will probably have had previous transcription experience, or at least much experience in dealing with 19th century U.K. censuses, and the handwriting used at that time.  They will also probably have good knowledge of the geographical area of the transcription.  You may find that some of your transcribers may also act as checkers, but they should not check their own transcriptions.  

You, as organiser, may choose to be the validator.  You will try to eliminate queries raised at the transcription and checking stages.  Once a Validation has been achieved, the file goes to the database administrator and you retain the master CD for return to the LDS in due course.

Methods of finding volunteers

Broadcast appeals on the appropriate Rootsweb list or lists.  Have a look at the Rootsweb site to decide which lists to send messages to.  You should try and answer questions on such county mailing list(s) - i.e. capitalise on points that people may put to the list(s) about census matters, especially if someone indicates that they are doing a census transcription (even if not for the year you are currently looking after); you should have a signature block (which should mention 'FreeCEN' and its website URL) You should try and get your volunteers to also have a signature block for their emails.  Generally, increase your visibility.

After reading a list/board for a few days, make your pitch.  Keep it short and make it emotional.  This hobby is an emotional sort of thing.  The appendix gives some examples of letters.  You will, I hope, have your own ideas about all this.  You don't have to slavishly copy the sample messages.  But you have got to go out and get the volunteers.

The over-riding aim is to impart the necessary information without frightening them to death.  There is no need to tell them about checking or validating, there is plenty of time to tell them that when they have done some transcribing.

Once a volunteer has expressed interest in joining the team, confirm their email address, ask them to supply a postal address and telephone number.  Be prepared for the fact that your volunteers will not only come from the UK but also from North America and Australasia.  You will need to pass their name and email address to the list administrator to subscribe them to the mailing lists.

Once the county is up and running, it would be helpful if you could put the latest list of contact details for all your volunteers into a file and send to the Scottish coordinator.  This should be updated at regular intervals, perhaps every three months.  This file would only be used if any problems arise with communication in the county.  Once volunteers are working for the project it is very disconcerting for them if they lose touch with their coordinator.

It would also be a good idea to designate one person, preferably a volunteer or another coordinator, to have a copy of all your records.  This creates a back up for you, should something happen to your computer.  And provides the project with a back up should something happen to you.  

Donated files

Donated pieces can be very useful, as they have probably been compiled by enthusiasts.  However, they must be handled with care.  Much work has been done by the local family history societies, but they are reluctant to donate these for a couple of reasons.  They often use their records to provide income from looking up records, and they do not believe that FreeCEN, with its worldwide volunteer base, does an as accurate job as they do.  This means that we must be very sure of any donated text.  The process for these should be to convert them into the correct FreeCEN format and issue the CD as part of the transcription process.  This will still save a large amount of transcribers’ time, but allows us to add in the information that they do not always capture such as unoccupied property.  Some donators also request a formal acknowledgement for their work.  While we cannot promise this for the final database, there is no reason why coordinators cannot add a suitable acknowledgement on their county web page. In addition, there is a page specifically for acknowledging donated work on the Scotland Home Page.
Checkers

Checking takes about ¼ of the time required for transcribing, but ideally these checkers should have done some transcribing before they start checking.  Try to recruit your checkers from your best transcribers.  If you have problems finding checkers, ask another coordinator if they would swap pieces with you.  That way both counties get files checked.
Validator

So far, county organizers are doing this themselves, but there is no reason why you shouldn’t recruit someone to do it for you.  The work involved takes only a short time per piece.  

Download software

You will need several pieces of specially written software to assist in your work.
Parameter file

Once you have prepared the cross reference file, it is sent to the database administrator who will check and convert it to a data file.  This needs to be downloaded from the FreeCEN web site, stored under the parms download area.  
http://www.freecen.org.uk/parms/
The parms files are listed by year and Chapman Code. Click on the link for the year you are working on. The file that will download will be named ABCparms.dat
ABC = Your county’s Chapman code

For instance, the file name for 1841 Aberdeenshire will be abdparms.dat.  How it is downloaded may depend on your browser.  In addition, the completed parms file should have been sent to you by the Susan Snowdon or me when it was created.  The parms file will need to be copied in to the fctwkg folder in FCTOOLS.

This file will be zipped into the various intermediate zip files which move between the stages.  This must be produced prior to work going to volunteers in case of any unforeseen problems.
Toolbox

The toolbox is the main utility software for the coordinator.  It is used to check the spreadsheet data for any errors missed by the transcriber.  It is also used to produce the data file required with the parameter file to create a zip file used as input to the checking program.  There are a number of other useful features in this task which are detailed in its help file.
Checking software

There is standalone checking software available on the FreeCEN web site.  
Validation software

There is standalone validation software available on the FreeCEN web site.  
Project control

Tools

For a project as extensive as FreeCEN aims to become it is vital that certain standards are maintained so that all work is carried out to a consistent style regardless of the census year or region under consideration.

Most of the main routine coordinator work may be carried out using the Toolbox.  Utility routines may be applied after any of the stages in order to ensure structural compliance of the files, to reassure new volunteers about their accuracy, or even to salvage damaged files. 

Tracking Pieces

Care need to be taken that the Volunteers' allocation can be completed before 8 months from the end of the 2-year allocation period (to allow for emergency transfer of spare CD to another transcriber in case the volunteer cannot complete, and also to allow for checking and validation).  To aid in the control of CD allocations and stages of progress, the organiser is required to maintain a table of piece numbers and other details, including when passed between the various stages shown above.  

How you organise the transfer of CD and electronic files from transcriber to checker, and then to validator, and then to database upload is for you to decide.  You may want to develop these procedures for your purposes.  Should any CD go astray during this process it will be necessary to produce a new one from the original.  Many of the utilities mention floppy disks, but increasingly volunteers may not have a floppy disc reader and so we will need to rely on email and good backup copies.

Construct a spreadsheet or database to keep track of your CD and your volunteers.  An example is shown in the appendix.  

Statistics

At intervals during the project, various statistics will be required by the GSU.  These will need to be passed to the Scottish coordinator for collating.  It should be possible to maintain running totals of number of volunteers, number of pieces, amount transcribed, checked and uploaded.  Please do not assume that the coordinator can extract the information from your website.

As a backup it would be useful to send a copy of all volunteer information and other useful data to be sent to the Scottish coordinator as an off-line backup.

Backup 

It is essential that computer files are backed up religiously to ensure that any effort is not wasted.

What next?

Most of the counties are currently working to index the 1841-1871 censuses.  If you are ready to move on to 1881-1901 please contact the Scotland Coordinator to attain a new HMSO contract for these years. 

Second, you will need to decide when each project is sufficiently underway for the next project to begin.  The factors you will consider in this decision will vary depending on the size of your county and the number of volunteers you have.  I suggest setting some internal goals for your county that you try to hit before moving to the next year.  For example, your internal goals before moving on to the next census may be:

1) All parishes assigned for transcriptions 

2) 60% of transcriptions completed and assigned to checkers 

3) 50% of parishes checked and uploaded

Your goals will vary, for example - if you have a small county you might decide to move to the next year when the number of volunteer transcribers significantly outnumbers the total number of parishes/divisions in your county.  Others may choose to wait until they have more of the checking assigned or completed.  You know your county and volunteer availability best.

Once a county has been transcribed and uploaded, the original CD must be returned to the GSU and the piece CDs must be destroyed, in line with our agreement.

Communication

Mailing lists
FreeCEN operates various email lists for the exchange of Queries, Information and Project Announcements.

All volunteers are invited to assist with the answering of problems, especially since our worldwide membership involves many time zones. 

CO-ORDS

Subscription is "by invitation of the postmaster": all Coordinators are automatically subscribed.

The list is used for matters of prime concern to Coordinators including operational problem solving and for the dissemination of Project Announcements.  If you are not subscribed to this list, please contact the Scotland Coordinator as soon as possible.
HELPERS

Subscription is open to anyone (see below) and this list provides the main means of solving problems that concern the full aspects of FreeCEN.  This list should not be used as a discussion area.

SS-HELP

Subscription is open to anyone (see below) but this list specialises in solving problems that concern the "SSCENS Spreadsheet" transcription techniques. 

CHAT

Subscription is open to anyone (see below) and is established as an "any topic" list, so that the main lists can concentrate on problem solutions. 

EXEC

This is a "private" list established for use of the FreeCEN Organisers.  Volunteers should always feel free and welcome to communicate privately to their Coordinator or to the EXEC to comment on any FreeCEN matters. 

To Subscribe:

All mailing lists are available in "List" or "Digest" forms: substitute "L" or "D" in the following addresses.

To subscribe: simply send a blank email containing only the word subscribe as the 'Subject' and nothing in the body of the email (no signature either!):

<UK-CENSUS-HELPERS-L-request@rootsweb.com>

<UK-CENSUS-SS-HELP-L-request@rootsweb.com>

<UK-CENSUS-CHAT-L-request@rootsweb.com> 

Virus Warning

Note that all mailing lists are hosted by Rootsweb, whose policy does not allow 'attachments' to emails.

Any message with an attachment, and appearing to have come via the FreeCEN mailing lists, should therefore be handled with great caution! 

Etiquette

Normal email etiquette is expected to be observed: i.e. no 'flaming' or derogatory criticism of others.

Subject Lines should be relevant to the topic being discussed: please don't just press the [Reply] and start a new topic.

Identification of the work you are doing is very helpful: this may be as brief as "MLN1841, SSCENS" and helps to ensure that replies to your query will be relevant to the specific problem.

If seeking Programme Support please include details of your operating system before describing the sequence of events, which appears to have led to the problem. Again the intro may be quite brief "DEV1891, INCENS, Windows ME, power failure"

Never send Attachments unless these have been asked for. 

When replying to any list please cut off any material that is not necessary and relevant to your own reply.

Non-relevant and un-necessary content which is simply copied into a reply annoys many recipients, fills mail boxes more than necessary and, for many of our fellow volunteers, and incurs additional download time and extra costs. 

Volunteers

Aims:
While each Coordinator's method for achieving success may vary, it will be evident that certain "promotional" activities can help to increase the number of volunteers in a team. 

Promotion does not need to be spectacular, nor necessarily extensive.

There are many contacts on the CO-ORDS List who will assist with the preparation of a "County Project" Web page, or there may be a team member who can accept responsibility for producing a web page.

A typical page would proclaim the progress with the work, provide the Coord email address as a contact point for new volunteers, and link to the FreeCEN Web pages, especially drawing attention to the Searchable Database; the FreeCEN pages will, in turn, link to the known County Pages.  Links to other non-profit sites (e.g. GENUKI) can be beneficial to the FreeCEN Project. 

A "County Newsletter", if emailed regularly (monthly?) to members of the County Team, proves to be very beneficial.  Volunteers gain the feeling of "belonging" - less chance they may quit with possible "loss" of the source images. 

Announcements regarding "tips and hints”, programme developments, and general "team progress" strengthen the individual's awareness of involvement with the project. 

Maintain Contact

Ensure that all members of the team respond to periodic requests for a "personal progress report".  Follow up for reluctant respondents quickly - they may need help or encouragement.

It is acknowledged that circumstances can change after a person has volunteered.  Some volunteers find themselves over-whelmed when they discover the magnitude of the project; others may suffer changed family or work commitments, which affect their ability to continue as volunteers.

Unfortunately, some others seem to regard FreeCEN as a "free" means of obtaining their own set of Census images! 

Regular contact with team members is the simplest way to keep problems under control.

It is a good practice to contact your volunteers on a regular basis, perhaps by a bi-monthly newsletter.  It helps to encourage and to remind them about the project.  It can also be used to give praise and to inform them about the latest status of the county.  There is nothing worse than waiting up to six months for a volunteer to return the file and CD, only for you to discover that they stopped months ago and have probably lost the CD.

One suggested approach to continued communication with your volunteers worth considering is as follows.  Offer to check their work at regular intervals, perhaps every four weeks.  This will give you more work, but will allow you a) to keep in touch, b) to check to see that they have not given up, c) to keep regular backups, d) have a copy of the work to date in case they given up for whatever reason without providing you with their data.  It also gives you a more accurate a picture for the state of progress of the county project.  A further advantage is that you can see which areas your volunteers are having most difficulties with.  

Web Sites – UK, Scotland

There are two Web sites associated with this project.

UK project home page - contains links to the software, transcription FAQ, county projects, and is the home of the database.

Scotland regional project home page - contains information on Scotland county projects, links to other coordinators and their status pages, and link to useful information relating purely to Scotland.

Web Site - County

You should create a Web site for your project.  The site can be as simple or as complex as you like.  At minimum, it should contain a list of parishes/sub-divisions and their status.  For an example, check out the Midlothian site via the Scottish web page.

You can host the page(s) on your own site, a friend’s, a free geocities or Rootsweb page, or I can host it on my site for you.  This is not a priority before you can begin recruiting transcribers, but it is something you will want to set within very soon after launching your project.

Hints for successful websites

This is not a complete list but suggestions of an approach that you may wish to follow.

· Keep external links together

· Only have one link to a particular site and not multiple copies (only one to be changed later)

· Only link to main sites and not to pages within the main FreeCEN sites (internal links may change without warning).

· Occasionally check your site by logging in and checking readability, and that all links actual still work (nothing more annoying than reaching a broken link)

· Make life easy for readers (for example, do not quote numbers of census pages with a conversion formula – calculate it for them)

· Indicate the latest update date.

Leaving us?

We never like losing coordinators, but it is fully understood that work and personal pressures mean that some of you need to withdraw from the project.  If you reach this point, please do contact the Scottish coordinator so that a transparent handover may be arranged to enable us to keep our volunteers on board.  

Please, Please, Please…do not wait until you are completely overwhelmed to hand over the files and media. The volunteers have put in to much work to allow it to be lost.  We are ultimately responsible for all of these files.
Legal and Copyright Issues

Conditions

All Volunteers working on the FreeCEN Project will be deemed to accept the following Conditions:

1
That the Ownership and Copyright of the Original Census Documents rests with the appropriate Records Office: i.e. The Public Records Office (for England and Wales Census) or the General Records Office, Scotland (for the Scottish Census)

2
That the Church of Jesus Christ of the Latter Day Saints, or Archive CD Books, or any other source of images for transcription into the FreeCEN Project, have permission from the P.R.O. or the G.R.O.S. (as appropriate) to loan copies of Census Images to the FreeCEN Project for the purposes of transcription.

3
That the Conditions of such loan are:

(a) that the medium of such loan copies (whether supplied on fiche, film, or CD) remains at all times the property of the LENDER and must be returned to the Lender when FreeCEN's need for such images has been fulfilled.

(b) that FreeCEN and its volunteers hold no licence to print or otherwise copy any such images other than for the purpose of facilitating Transcription and Checking for the FreeCEN Project.

(c) that any such prints or copies of images must be destroyed once the relevant work is completed and further that such prints or copies must not be published in any manner without the express consent of the OWNERS of the document copyrights.

(d) that FreeCEN has made agreement with the LENDERS of such images, and independently with the P.R.O. and the G.R.O.S., that FreeCEN will provide an electronic copy of all transcriptions from such images which the Owners or Licencees may use in such manner as they deem appropriate.

(e) that all work produced using the FreeCEN Software and Organisation may be published on the Internet in accordance with the declared aims and intentions for the FreeCEN Project.

(f) that, while a transcript of a document may, normally, be the copyright of the transcriber care should be taken that any FreeCEN work published privately in any form shall be the sole work of the publisher and shall not assume 'approval to publish' is necessarily granted by other volunteers who may have contributed to the preparation or checking of such a document.

(g) that where a co-operation agreement is reached between FreeCEN and any specific Family History Society concerning preparation of transcripts then the F.H.S. shall be entitled to use or publish for their own purposes such portions of the work as shall have been achieved by such a co-operation agreement.

Scottish contract

You will be receiving a contract from Her Majesty's Stationary Office granting permission to transcribe the returns for your county.  Please sign a copy and send it in ASAP once you receive it.

In addition, a copy of the contract needs to be sent to the Scotland Coordinator, or whoever may be the designee, to order any and all media from the GSU.

Appendix   

A  Suggested letters

Request for volunteers

I am pleased to announce the launch of the Wherevershire Free Census project.  This is part of the larger UK FreeCen Project - an Internet-based 'free-to-view' database that will enable researchers to view details of UK Censuses between the years 1841 and 1891, especially the ability to search by surname across census years and counties.  I am the county coordinator and am sending out an appeal for transcribers for all Wherevershire parishes.

All you need to take part is a computer.  We supply everything else including the CD and the software.  This project is a global on-line venture designed for ordinary family historians wherever they are, who would like to make a contribution to our great hobby.

If you are interested in learning more, please contact me, Jane Doe, at janedoe@somewhere.com
UK FreeCEN project overview: http://www.freecen.org.uk/ 

Scotland FreeCEN project overview: http://www.freewebs.com/mmjeffery/index.htm
Thank you,

Jane Doe Wherevershire Coordinator

===========================================

Initial response letter to volunteer

Dear XXXX

Thanks for your interest in helping with the 1841 Wherevershire Census project.  The final goal of the project is to have transcribed, checked, and validated returns for all Wherevershire parishes.

As a transcriber, you would be responsible for transcribing a single parish.  How much time you spend on the project and how long you take to transcribe is up to you.  All you need is a computer - we will provide the CD, software, and plenty of advice and support.

You can select a parish to transcribe that you have an interest in, or I can assign you one based on need.  For a list of available parishes, please check the project website at: http://mydomain.com/~myname/parish.html
If you would like to become a transcriber, please email me and let me know your address, phone number/contact info, and what parishes you are interested in.  If you have any questions, please feel free to contact me.

Regards,

Jane Doe Wherevershire Coordinator

===========================================

First letter to active volunteer

Hello XXXX

I have assigned xxxx parish to you and the CD is in the post.

In the meantime, here is some information on getting set up:

You will need to download the SSCENS spreadsheet program and FAQ from: http://freecen.rootsweb.com/software/incens/SSDOWN.HTM
The download includes a demo file, a blank template you can use for your transcription, and help files explaining the structure of the file and what information goes in each field.  I recommend you printout the field information and use that as a guide while transcribing the first couple pages.

A "spreadsheet help for newbies" file can be found at: http://freecen.rootsweb.com/software/incens/sstips.pdf
A FAQ with covering both technical and transcription topics can be found at: http://www.freewebs.com/mmjeffery/index.htm
You can also go to the UK FreeCEN project home page at http://www.freecen.org.uk/ and read the information there, downloading anything you find useful.

If you have problems, please contact me - don't struggle on without asking for help.  I will contact you again after mailing the CD to provide you with information on transcription.

Regards,

Jane Doe

===========================================

Follow-up letter to volunteer

Hello XXXX,

Hopefully you will have received your CD by now.  If you do not receive it within 3-4 weeks, please let me know so can arrange for replacements.

I have sent your name to the "helper's" mailing list.  You will receive a package of information to get you started shortly.  There is also a list for those needing help with spreadsheet software programs.  You can subscribe to the list in mail mode by sending a message to

UK-CENSUS-SS-HELP-L-request@rootsweb.com that contains the word

subscribe

and nothing else.  If you prefer digest mode, you should send the command instead to

UK-CENSUS-SS-HELP-D-request@rootsweb.com.

The census returns are on CD.  I will need the CD returned when you are done in order to pass it on to the checker.

The task is to deliver up to the project transcribed, checked and validated census returns.  You are entering the first stage, transcription.  Someone else will check your work when you have finished it.  Your task as a transcriber is to transcribe the returns I have sent you.  How you do it is up to you.  You can transcribe to paper first, or you can transcribe directly into the software.

Whilst you can organize this as you please, you must stick to the instructions when you come to enter the data into the project software.  When you have finished your piece, pause and contact me before finishing off and packing for sending.

If you are struggling with the handwriting, please don't give up.  Give each line your best shot, but have a line for each entry.  Remember that every 20 or so pages, the enumerator will change, and so may your luck.  Remember also, that behind you will be a checker and the validator.

Please, please, read the FAQ and the three web pages included with the download.  If you are uncertain about whether you are entering things correctly, feel free to send me a sample page to proof.  It will pay off, and there is no hurry.

You will also find the following pages useful as you begin your transcription.  I recommend that you read them before you begin and print out a copy to use as a reference while transcribing the first couple pages:

You will find the extra help files linked to the Scotland website at 

http://www.freewebs.com/mmjeffery/index.htm
As you get yourself set up, please send any questions direct to me.  Once you are going well, questions should be directed to the Helper's list, as we can all learn from other's questions and the answers from the project.

How much time you devote to the project is up to you.  But you will find the task less daunting if you do at least a few pages each week.  Do not stuff the CD in a drawer and try and forget them!  If you find yourself unable to complete the transcription for any reason, let me know so I can arrange to transfer the parish to another volunteer.

Thanks again for volunteering,

Jane Doe

B  Useful Links

FreeCEN home page: http://www.freecen.org.uk/ 

Scotland home page: http://www.freewebs.com/mmjeffery/index.htm
Mailing list catalogue: http://lists.rootsweb.com/
Toolbox site: http://freepages.genealogy.rootsweb.com/~renowden/fctools/
C  Progress monitor example
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Not started
IP
In progress (transcription)
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Returned
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Being checked 
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Zip only returned (emailed)
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Zip and CD returned
V
Validated and uploaded
D  Volunteer tracking example

	Active Y/N
	Code
	Name
	Address

Telephone
	Email
	Last contact date
	Piece being done

	Y
	BASM
	Barb
	Somewhere
	abs@defgh.co.uk
	1/2/04
	HS446685

	N
	JEDE
	Jessie
	Somewhere else
	qwer@hgfd.com 
	15/08/03
	HS442685


E  Getting access and uploading data

In order to upload pieces to the database, the county coordinator (or an assistant nominated to carry out the upload) must first obtain a userID, by following the instructions below. 

1. Go to http://www.euronet.nl/~arnow/htpasswd/ 

2. Enter your username, which is your forename (in all lower case characters) followed by @ followed by the Chapman code of your county (in all upper case letters) Please note that if you use any upper case characters in your name, or any lower case characters in the County Code, your ID will not be accepted 

3. Select a password.  Remember that passwords are case sensitive 

4. Press Calculate 

5. You will be presented with a string which looks like dave@LAN:95k7w6v3StFq2 

6. Send a copy of the string to Dave Newbury and please cc the Scotland Coordinator when the string is sent.
7. Wait for confirmation before going onto the next bit 

The next bit is different according to the operating system in use 

	Win95 / Win98 First edition
	Win 98 Second Edition / Win ME / Win NT
	Win 2000 / Win XP

	Install Web Folders if necessary (contact Dave Mayall for advice)
	Web Folders is already installed
	Network Places is already installed

	Open Windows Explorer (NOT Internet Explorer)

	Select Web Folders in the folders list
	Select Web Folders in the folders list
	Select My Network Places in the folders list

	Select New Web folder
	Select New Web folder
	Select New Network Place

	Use the wizard to add a new web folder of http://www.freecen.org.uk/ pieces/CTY (where CTY is the Chapman code for your county)
	Use the wizard to add a new web folder of http://www.freecen.org.uk/pieces/CTY (where CTY is the Chapman code for your county)
	Use the wizard to add a new network place of http://www.freecen.org.uk/ pieces/CTY (where CTY is the Chapman code for your county)

	Provide your userid and password (from above) when requested


Once you've set up the web folder/network place as above, uploading files to FreeCEN is simply a matter of using drag and drop in Windows Explorer.  

For each piece to be uploaded, 

· extract the VLD file from the zip, 

· drag the file (in Windows Explorer) onto the Web Folder/Network Place, 

The file will be uploaded to FreeCEN.  The database is updated regularly from these pieces.

F  Cross reference file 

The need for ctyPARMS.DAT as a file
A "ctyPARMS" file is an essential part of the Download and operation of the INCENS programme for Transcription work.  It automatically defines the file naming which will be used for the transcribed work and provides a list of Parishes likely to be encountered with a given "Piece".

Transcription work using SSCENS can proceed without access to the ctyPARMS file - but it will be required when it is time to prepare the ZIP file for a Checker-Import use.

"ctyPARMS" is used by WINCC and VALDREV as a source list of Parish names. 

· Do not leave things to the last minute before initiating a PARMS file! 

· Note that ctyPARMS files are not transferable between census years.

· A new file must be prepared for each County/Year being worked.

Since they are all named with the respective Chapman Code +PARMS (e.g. "DEVPARMS.DAT)" it is important that the correct version is ZIPped with SSCENS transcription work!

A ctyPARMS.DAT file may be opened using WordPad or Notepad. Any PARMS file that is created or altered after July2003 can be identified by the manner in which the file starts.  For example: "0DRMnnnnCTYyear " etc confirms the number of records in the file (nnnn), the CTY code, and the Census Year. 

All ctyPARMS files are stored on the FreeCEN Download pages or can be attained by contacting the Scotland Coordinator.
Construction of a ctyPARMS file
Support will need information for the whole county in the form of a (spreadsheet) saved as a .CSV file showing the following information:

	MMJ
	212
	ABD1841
	 
	 
	 
	 
	 

	168
	168
	Aberdeen/Old Machar
	 
	101786
	 
	168a
	a

	1168
	168
	 
	North
	HS411168
	 
	168a
	b

	168
	168
	Aberdeen/Old Machar
	 
	101786
	 
	168a
	a

	2168
	168
	 
	South
	HS412168
	 
	168a
	b

	168
	168
	Aberdeen/Old Machar
	 
	101786
	 
	168a
	a

	3168
	168
	 
	East
	HS413168
	 
	168a
	b

	168
	168
	Aberdeen/Old Machar
	 
	101786
	 
	168a
	a


Instructions

Cell A1 should contain your initials (max 4)

Cell B1 should contain the total number of lines in the file including the first line

Cell C1 should contain the Chapman code and year (7 characters) 

The data lines are laid out as follows:

	Col
	Max chars
	Scotland

	A
	4
	OPN, incl any subdivision allocated by FreeCEN

	B
	4
	OPN, excl any subdivision allocated by FreeCEN

	C
	20
	OPN Name ("a" records only)

	D
	20
	OPN sub-division Name ("b" records only)

	E
	8
	LDS Film Number ("a" records only) /

FreeCEN file name ("b" records only)

	F
	24
	Leave Blank

	G
	3
	OPN suffix (If applicable)

	H
	1
	a/b


GROS – General Records Office for Scotland

LDS – Latter Day Saints

OPN – Original parish number

For more detailed instructions please go to the Parms File Example Link at

http://www.freewebs.com/mmjeffery/index.htm
Common errors to avoid 

· The file must contain all pieces that are recorded by GROS as being part of that county.  They must not be shifted to match the division of pieces amongst coordinators. 

· The maximum number of characters in a field is an absolute limit.  We can't fit even a single extra character, so sending files with 21 character place names is a waste of time. 

· Each piece/OPN should have a single "a" record, and one or more "b" records.  Where a Scottish piece spans 2 films it is acceptable to include extra "a" records. 

· If you get the record count wrong, the resulting PARMS file will be wrong. 

· Piece Numbers must appear on each line, NOT just where they change. 

· Pay attention to the different structure of a/b records 

Guidance in obtaining the source information to enable preparation of these requirements can normally be obtained from the Scottish coordinator.  Assistance during preparation and checking of this data will be provided by Support.  While it is possible to alter a ctyPARMS file after it has been issued, this action could run the risk of confusing pre-existing work! 

G
CHECKING PART 1: PROCESSING FILES

When the volunteer notifies you that the transcription is done, you will need to obtain from them the final spreadsheet file and final MYNOTES.TXT file. You can either have them mail you a disk containing both files or have them email the files to you. I prefer to have the files emailed and only ask for a disk if they come through corrupted. I usually ask the transcriber to hold on to the films until I can find a checker for the parish. It is more cost-effective for you to have the transcriber mail the films straight to the checker, rather than back to you first.

FCTOOLS

Once you have the completed spreadsheet file, you will need to convert it into a file that can be used with the checking software. For this step you will need the latest version of FCTOOLS, available at:

http://west-penwith.org.uk/fctools/

This program is regularly updated and any notices of new updates are sent to the coordinators list. Please make sure you update the program as new versions become available. FCTOOLS is a Windows-based program. If you are using a MAC or LINUX machine, you will need to recruit someone to help you do the conversions.

Download FCTOOLS to a folder named “fctools” on your C drive and create a shortcut on your desktop to /fctools/fct.bat.  You may also want to create a shortcut to the fctwkg folder, which is in the FCTOOLS folder, as that is the folder you will be using the most. 

If you do not find the fctwkg folder, shut the program down.  FCTOOLS is programmed to create the folder on start up.

To error-check and convert you will need the following:

1) The final spreadsheet file in .csv format.
2) Any MYNOTES.TXT file the transcriber created.  If the transcriber did not create one, then do so now and save it in the fctwkg folder.  The text file can be empty but it will be needed for the next step.
3) The county file created for your area. 
County File (Parms)

You will need to load your county parms file in to the fctwkg folder. If you have not written one yet, please see Appendix F. Your county file will be located on the Parms download page.  

http://www.freecen.org.uk/parms/
You only need to scroll to the census year you are working on.  The parms files are listed by year and Chapman Code. Click on the year relevant to the census you are currectly working on.  Find your parms file and either right click to save or simply click once to download it. The method of download will depend on your browser.  
For example, the file name for 1841 Aberdeenshire will be abdparms.dat.  Save this file in a folder specific to the census year. (NOTE: Parms files for all years have the same file name. You need to save the individual files in separate folders or save the file with the number of the year.)   This is the file you will need to copy in to the fctwkg folder in FCTOOLS. This file must be there before you can convert any files for checking. Please do not wait until the last minute to send your information in to have the parms file created.

Preparing to convert
To prepare the file for conversion:

1) Put the spreadsheet file, MYNOTES.TXT and the county file into the /fctools/fctwkg directory
2) Make sure the spreadsheet file is named according to the HS4xxyyy.CSV convention
3) Open and read the MYNOTES.TXT file
3) Open the spreadsheet file and do a quick check to make sure information is in the right place. In particular note whether:
- Cell "A1" contains the file name/number (Hs4xxyyy)
- Information is entered in the correct columns
- Civil Parishes are correctly named throughout
- Public institutions have been assigned the correct 0#n number 
4) Fix any obvious "formatting" errors you find (note - do not fix "data" errors such as possible misspellings, wrong sex for first name, etc. Assume the transcriber wrote it "as is" and leave it to the checker to fix if it is wrong).

Converting the file:
To convert the file for checking:

1) Open the FCTOOLS program by clicking on /fctools/fct.bat
2) From the main menu, select option 2 - CSV2DAT
3) On the first screen, hit any key to continue
4) On the second screen, hit "b" for the first selection and  "v" for the second. Hit any key to continue.
5) On the third screen, type "W" to indicate the file is in the /fctools/fctwkg/ folder
6) On the fourth screen, enter the full name of the CSV file to convert (HS4xxyyy.CSV). Hit any key to continue
7) This will create a files labeled HS4xxyyy.DAT and HS4xxyyy.ERC 

The program will note any errors and warnings it discovered while converting the file. Errors MUST be fixed, warnings should be fixed - but it is up to your discretion. You can view the error file by typing "Y" when the program asks if "Would you like to review the error file now". You can also review the error file by opening up the HS4xxyyy.erc file created in /fctools/fctwkg/ by opening HS4xxyyy.erc with Notepad. 

You will need to decide whether to fix the errors/warnings yourself or send the .csv and .erc files back to the transcriber for them to correct. I usually will correct the file myself if the errors/warnings total under 100. If there is more than that, it is usually because the transcriber made one or two persistent errors throughout. If you can identify the errors and send the file back to them to fix, 90% of the errors/warnings will usually be cleared up. 

To fix errors/warnings, open the HS4xxyyy.CSV file and fix the problems indicated by the error file. You may decide not to fix some things the program notes as errors, such as "folio=0" or "age more than 21m", these are problems with the program not with the file. Repeat steps 1-6 above until you are satisfied that the file is error-free.

Preparing for checking
To prepare the file for checking:

1) From the main menu, select option 5 - ZIPIT
2) On the first screen, hit any key to continue
3) On the second screen, select option 1 - Transcription
4) On the third screen, hit any key to continue
5) On the fourth screen, check that the HS4xxyyy.DAT, MYNOTES.TXT, and county file are all present and hit any key to continue.
6) Type in the name of the .DAT file to include in the zip file
7) Type in the name of the county file to include in the zip file
8) Type in the name of the .TXT file to include in the zip file (optional)
9) Put a disk in your floppy drive
10) If the disk is blank, type B
11) Type in the name of the zip file. The name should consist of a 4-letter code based on the first and last name of the transcriber and the 4-digit "piece" number. For example, if the file HS410111.DAT transcribed by James Smith, the zip should be named SMJA0111.ZIP
12) The program will zip the files and save them to the floppy disk. This is the file the checker will need. You can either send them a copy of the disk in the mail, or email the files to them. I prefer to email the files and only send the disk if the files are corrupted in the mail.
 
 CHECKING PART 2: RECRUITING AND ORGANIZING

1. Recruiting checkers
The best place to recruit checkers is from among your transcribers. When a transcriber finishes a piece, ask if they would be willing to double-check another parish. To check, they will need a machine running Windows and access to a microfilm/microfiche reader. I find checking is easiest if the computer and reader can be accessed at the same location. You might be able to turn about 1/2 your transcribers into checkers this way. Other checkers will need to be recruited via message boards, and you can also choose to do some checking yourself. Technically, if you check or transcribe a file you are supposed to have a 3rd person validate it for you. Frankly, I don't think this is necessary, just make sure you get a "third-eye" to occasionally help you out with difficult entries (a spouse or library patron will usually suffice for this). 

2. Organizing checking
You can organize the checking process however you wish - this is how I do it.

I usually ask the transcriber to hold on to the films until a checker can be found for the parish. It will be more cost-effective for you to have the transcriber mail the films direct to the checker rather than back to you first. If a checker requests a specific parish that is available, I will usually assign it to them. Otherwise, I try to match up checkers to the next available film within the region they live in (US/Canada, Australia/New Zealand, or UK). 

3. Software
The volunteer will need the latest version of WINCC in order to check. 


4. Checker Instructions
When you have a checker, send them the WINCC program and installation instructions, the files to check, and instructions on checking. Below is the email I use, you can modify it as needed:

===============================================
Dear XXXX,

Thank you for volunteering to double-check one of the census returns. You should be receiving the films from the transcriber shortly, if they have not arrived already. I will be sending you a total of three e-mails: this one, one containing the checking software, and one with the census transcription files.

Here are general instructions on checking:

1) As checker, your job is to proof the transcribers work - making sure that all census entries have been included and inputed correctly and to resolve any queries by the transcriber. Remember that once you are done the validator will also go through the file so if you can not resolve a query, leave it marked for them. If you have not already, please read the following page on the Scotland Free Census main site:

 Transcriber Hints and Enumerator's Instructions:
http://www.freewebs.com/mmjeffery/documentation.htm

 2) Take particular note of the following items:

- Households are correctly called out. A "double" line means a new household, a "single" line means unrelated people in an existing household.

- All "ditto" or "do" have been expanded

- Birthplace is correct using the following:
Y = XXX
N = OUC
E = ENG
I = IRL
F (Overseas Foreign) = OVF
Blank = UNK
Overseas British Subject = OVB

3) You will often encounter places where the original enumerator wrote something that was crossed out. Sometimes a different value will be filled in instead (e.g. "Housekeeper" crossed out, F.S."). In these cases, the enumerator wrote information that didn't fit the categories his supervisor wanted everything to fit into. Whenever you run into this situation, make sure the ORIGINAL value written by the enumerator is used. If the information is valuable, such as a relationship, enter it in the notes column.

4) Some ED's or portions of ED's are described as xxxx quoad sacra.  This means the area is an ecclesiastical subdivision of a civil parish.  For example St. James quoad Sacra in Beith means Beith is the civil parish and St. James is the ecclesiastical parish.  These should be noted on the "header" page for the household. 


5) If you have any questions on an entry, query it for the validator

6) I have added you to the census-helpers mailing list.  You can use this list to ask questions about data entry or the program itself.

7) When you are finished, contact me for instructions on what to do next.

The important thing is to take your time to learn the program before getting to far into checking. Make sure you feel comfortable with different options (you might want to check in "test" mode at first) and let me know if you have any questions. You can also email the Helper list for further assistance.

Regards,

John Doe
===============================================

5. Finishing up
When the checker is finished, email them instructions on packing the file for validation. You will want them to send the films and the disk either to you or to whoever you have recruited to validate. Instructions for packing are as follows:

===============================================
Dear XXXX,

If you are done checking, you need to do the following:

1) Open the WINCC program
2) From the main menu select Options/Prepare for Validator
3) When the export is completed, it will have created a new file in the /wincc/export/ directory.  It should be the only file in that directory.
4) Copy the file in the /wincc/export/ directory to a blank disk and send the disk and films back to me at:

John Doe
Street Address
Anywhere
Planet Earth

5) Keep the WINCC program and files on your computer until I notify you that I have received the files and everything is okay.  Files have previously been lost due to this not being done.

Regards,

John Doe
 
 VALIDATION PART 1: VALIDATING FILES

There are a number of steps you will need to do to validate and process files for uploading to the database. This part of the Organizer's Instructions contains step-by-step information on how to do it. Although it is lengthy, if you follow each step in sequence you will find that the total process only takes 1-2 hours per parish.

1. Software

To validate software you will need the latest copy of VALDREV. If you are using MAC or LINUX you will need to recruit someone to help you with validation and uploading. 


2. Review parish information

Before you begin validating, you will need to reacquaint yourself with any peculiarities of the parish. Some of these you may have written these down as notes to yourself when first surveying your county, others may be found in the transcriber's original MYNOTES.TXT file. It may be useful to read the Enumerator’s Description of the parish. Pay attention to any issues that will need to be addressed at this stage. These include:
- Parishes that cross county borders
- Notations on missing ED's or pages
- Changes in parish names/ecclesiastical districts
- Public institutions contained within the parish

You will need to make sure that all households affected by these issues are formatted properly. This means:

1) People in households that lie in a county other than the one the parish is officially enumerated in will need TWO Chapman codes assigned to their names if they were "born in county". The first should be for the county they are living in, the second should be the county the parish officially belongs to. You can add a second birthplace during the "validation" phase.

2) Missing ED's or pages will need to be followed up on. Pages are only considered missing if the information appears to have been left off the microfilm entirely - e.g. a microfilm of page 3, 4, 7, 8 but no film of pages 5-6. You will need to confirm that this information does not exist. To do so, you will need to order the alternate filming of the 1841 or 1851 census for the parish. You can either order it officially through the Genealogical Society, or order it yourself through a local Family History Center. Remember, if you go through the Genealogical Society it can take up to 2 months to receive the film. If you choose to order it yourself, the instructions to find the film numbers are at http://www.freewebs.com/abdfreecen/searchhints.htm under General Notes, Viewing Original Images. Otherwise, please contact me and I will send you a new microfilm request form. You can add new households if necessary during the "clean-up" phase.

3) As you are validating, make sure that the Civil Parish and Ecclesiastical Parish names are properly noted for each household. You can edit and change this information in either the validation or clean-up phase.

4) Public institutions often will contain additional information that does not fit into the regular fields. Check each PI to see if additional information is available and, if so, add it to the "database notes" for each individual.

3. Validation Phase
For the validation phase you will be using the VALDREV program exclusively. To validate you will need the file given to you by the checker on a floppy disk. Put the disk in your floppy drive, open the VALDREV program, and import the file. When the import is done you will be able to select the file to validate from a list. To validate, follow these steps:

1) On the lower-right side of the screen are three buttons - "Recheck, Next Alert, and Next". Select the button marked "Next Alert". This will take you to the next open query or checker note. You can choose to correct or accept entries. You can also choose to leave a query marked. 
Only leave the query marked if the entry is too illegible to read clearly. DO NOT query an entry just because it doesn't seem right. In other words, if you, the checker, and the transcriber all agree that the occupation is written Heddle Maker, don't query it just because you don't know what the occupation is. Enter a database note for every query that is left marked.

2) When done with the alerts, jump back to the beginning of the piece. Select "VIEW/next dbase note" from the main menu. This will take you through every database note written by the transcriber. Delete notes for resolved issues (e.g. those no longer marked as queries) and clean up any notes that provide additional information.

NOTES ON DATABASE NOTES:
Database notes should only be used if either a) there is an open query or b) there is additional information that needs to be provided. If the additional information is related to one of the fields, mark the field as queried. Below are examples on writing database notes:

For child John enumerated as female - query the "sex" field and write "Sex: possibly Male"
For hard to read surname - query the "name" field and write "Surname: too light to read clearly"
For surname that could be something else - query the "name" field and write "Surname: possibly XXXX, hard to read"
For additional info provided by enumerator - write "Note: Prisoner, 3m for assault" or whatever is appropriate.
For surname in completely illegible handwriting - query the "name" field and write "?surname".

3) When done with database notes, jump back to the beginning of the piece. Now is the time to adjust the file for any peculiarities noted in step 2 above. Using VALDREV you can add an alternate birthplace, edit Ecclesiastical and Civil Parish info for each head of household, and add in database notes for those in public institutions if needed.

4) When done, exit the data entry screen and go back to the main menu. Select "FILE/Prepare for upload" from the main menu. This will save a file to the /valdrev/export/ directory. Copy this file into the /fctools/fctwkg/ directory for the next steps.
 
 
 VALIDATION PART 2: HOW TO CLEAN-UP AND FINISH FILES

This part of the organizer's instructions will discuss what needs to be done to clean-up files, prepare them for uploading, and prepare them to send to the GROS as per contractual agreement. 

1. Software
For this stage you will need to use FCTOOLS to convert the files back and forth from validation into a .CSV format. FCTOOLS is a Windows based program, if you are using MAC or LINUX you will need to recruit someone to help you with this stage.

2. Clean-up
To clean-up the validated files for uploading:

1) Place the ZIP file generated by VALDREV in the /fctools/fctwkg/ directory.
2) Unzip the file in place - you should now have a file called HS4xxyyy.VLD in the /fctools/fctwkg directory
3) Open FCTOOLS by double-clicking /fctools/fct.bat
4) From the main menu select Option 3 - DAT2CSV
5) On the first screen, hit any key to continue
6) On second screen, select option "b" from Group 1 and "space" from Group 2. Hit any key to continue.
7) On the third screen, select "W" to indicate the file is in the /fctools/fctwkg/ directory
8) Enter the file name (HS4xxyyy.VLD) to convert
9) This will create a file named HS4xxyyy.CSV in the /fctools/fctwkg/ directory. 

The program will notify you of any errors it discovers during this conversion. 

Now you are ready to clean-up the file. To do this:
1) Open the .CSV file
2) Fix any errors/warnings reported during the conversion
3) Check the "notes" column for proper formatting throughout
4) Add in any households omitted due to the pages not being microfilmed (see Review the parish in Validation - part 1)
5) Make any formatting changes to households that you were unable to do in VALDREV (including splitting and joining households)
6) Edit Civil Parish and Ecclesiastical Parish information if this was not done in VALDREV
7) Quickly scan through the file for any other things you wish to verify/fix before finishing

3. Preparing for uploading

When you have completed any clean-up work, you are ready to prepare the file for uploading. To do this:

1) Open FCTOOLS
2) From the main menu select Option 2 - CSV2DAT
3) On the first screen, hit any key to continue
4) On the second screen, select option "d" from group 1, "space" for second option, and "space" for group 2. Hit any key to continue
5) On the third screen, type "W" to indicate the file is in /fctools/fctwkg/
6) Enter the file name to be converted
7) This will regenerate a file named HS4xxyyy.VLD. Other errors/warnings should be fixed in the .CSV file and steps 1-6 rerun.

Next, ZIP up the file. You will need the following three files in the same directory:
- HS4xxyyy.VLD
- The county file
- validator_notes.txt (optional)

To Zip:

1) From the main menu select Option 5 - ZIPIT
2) On the first screen, hit any key to continue
3) On the second screen, select "3 - validated work"
4) On the third screen, hit any key to continue
5) On the fourth screen, check that all files are present and hit any key to continue
6) Enter the HS4xxyyy.VLD file name
7) Enter the county file name
8) Enter "validator_notes.txt" (optinal)
9) Insert disk into your floppy drive, type "B" if it is blank
10) Save the zip to the floppy, it should be named VALDxxxx.ZIP where xxxx equals the piece number. e.g. if the file is HS410111.VLD then the zip should be named VALD0111.ZIP

 

4. Uploading to the Database


FCTOOLS will have generated an HS4xxyyy.vld file.  This is the same file that was zipped in the VALDXXXX.zip file.  Only the .vld file will be loaded into the database.  At this time, you should have already created your access to your database upload folder (See Appendix E).  Open your folder and copy and paste the vld file in to it.  The parish will be in the database list in the next update.


5. Preparing for the GROS and GSU


To prepare the file for the GROS and the GSU, simply rename your finalized HS4xxyyy.CSV file to the name of the parish (1841_County_Name of the parish.csv). These can be sent in when the year is completed.

GSU: 
The GSU has requested all correspondence comes through one person. Please make arrangements to email the files to the Scotland Coordinator.
HMSO: Send a copy to the General Registers Office For Scotland
Helen Borthwick
GROS
New Register House
Edinburgh EH1 3YT                  

H 
Uploading Problems 

a. Upload Folder: Your upload folder is the folder that you created to upload the completed files to the database.  Windows defaults the name of the folder to XXX on www.freecen.org.uk, where XXX is the Chapman code for your county. This folder is found under Web Places or My Network Places, depending on the version of Windows you have. Instructions on how to set up access to your folder is in Appendix E.

b. Corrected Files: While Windows will accept, and overwrite, file names regardless of capitalization, the database is case sensitive to the file names. If you are correcting a file and re-uploading it, please carefully note the capitalization of the .vld file name that is currently in your upload folder*.

For instance, if the current file name is HS410168.VLD then the one to replace that must also have the exact capitalization, including the file extension, as the current one.   A good practice to avoid duplicate files is to decide the capitalization you will use for all files ahead of time.

If you have duplicate files, the database may randomly select a file and it may not be the one you want it to so the duplicate files must be deleted.

After the database has been updated, please check the FreeCEN error site to see if everything uploaded correctly.

http://www.freecen.org.uk/errors.html
Possible errors: 

	County
	File
	Message

	ARL
	hs410550.vld
	ignored – duplicate


If you see this error in your county, you have a duplicate file due to the capitalization of your file names.  Please check your folder.

*NOTE: If you file extensions are hidden, find “Folder Options” under the Tools pull-down menu.  Click on the “View” tab.  Make sure “Hide Extensions for Known File Types” is unchecked.
NOTE:  If you are using anything other than XP, duplicate files may not be listed in your folder.  If you have an error but do not find the duplicate files listed, please contact the Scotland Coordinator, or someone you trust to access your folder from a computer with XP.

Determining the newest file.  

1. Right Click anywhere in the folder to bring up a dialog box that will give you the option to arrange the icons (files).  Choose to arrange them by name.

2. Right Click on one of the duplicate files and choose “Properties”.  This will provide the date the file was created.

3. Repeat Step 2 for all duplicates and carefully note the creation date.

4. Delete the oldest files.

c. Uploaded Files not in Database:  If you have uploaded your files and they are not showing in the database, there could be several reasons as to why.
a. First check the FreeCEN Main page for the last time the database was updated.  The information will be on the left of the page, under the Search the Database link. We are on an update schedule dependent on the FreeBDM updates.  It is normally every two weeks but sometimes may take longer.

b. If the database has been updated and your files are still not showing up, please check the FreeCEN Error page.

Possible errors: 

	County
	File
	Message

	WES
	RG105283.VLD
	Unknown Piece 5283 2962 records ignored


If you see this error for your county…

1. First check the FreeCEN Statistics Page. Should your county not be listed here, please contact the Scotland Coordinator.  There is a problem on the programming end, not yours.  More than likely the county parms file is not loaded into your upload folder*.  Check to make sure XXX18X1.dat** is loaded into your upload folder.  

XXX=Your county’s Chapman Code

18X1=The year your are working on

EX: The file for 1841 Aberdeenshire would be ABD1841.dat.

*NOTE: The programmers must load this file into your folder.  The database software needs this file in order to recognize your parish files.

**NOTE:  All years for a county will be uploaded into the same database folder.  Eventually you will have an XXX18X1.dat file for 1841-1871. 

2. If your county is listed, please check your file name against the file name listed in your parms file.  If the parms is incorrect, please correct the parms file and contact Dave Newbury or the Scotland Coordinator.  If the file name is incorrect, please correct this and re-upload, and delete the incorrect file from your upload folder.

3. If both the file name in the parms and file name in the folder are correct, there may be a different problem in the parms file.  Please contact Dave Newbury or the Scotland Coordinator.

d. Any other uploading problems.

If you are having any other problems uploading files, please contact the Scotland Coordinator.  You will be asked the following questions, not with the intention of offending anyone, but in order to eliminate all possible errors.  Please remember there is a wide variety of computer knowledge in this project and it’s best to start with the simple problems.

1. Have you created a password string (See Appendix E) and sent it to Dave Newbury?

2. Have you received confirmation from Dave that the folder is ready?

3. Have you created your access to your folder on your computer (See Appendix E)?

4. Have you typed in the correct url to access the folder?

5. Has your parms file been loaded into your folder by the programmers (See Appendix G-Uploaded files not in database)?

End of Coordinators User Guide
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