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Introduction

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

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

(1) Transcription from census images to computer file, faithfully reproducing the Enumerator's original records, including their errors.

(2) Checking, by a second operator, of the transcribed file against the census image with resolution of interpretation queries wherever possible.

(3) Validation by another volunteer 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.

(4) 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, which may be relevant to certain records.

SSCENS is the name given to the census input routines using a spreadsheet as the main software tool.  SSCENS is the program Scotland will always use. INCENS is the name given to a DOS based program, also for census input.  

Since many of you are familiar with spreadsheets, this user guide has been prepared for that mode of input.  Although much of the information will be common to that for INCENS input, full details and download information will be found for INCENS on the website.  Please also note that the instructions given here are general ones and your coordinator may occasionally have a different way of working.

This guide has been prepared by Richard S M Bowden, the Midlothian Coordinator with additional input from Amanda Whittle.  Much of this information has been taken from the FreeCEN website which was prepared by Bob Muchamore and others and their contributions are acknowledged.
As with all working documentation, this user guide is subject to change.  If you have any comments, or additions to suggest please drop Richard an email at census@waitrose.com 

All items © FreeCEN Project.   

This version 7.0 dated 21 September 2005

Overview

The Transcription Approach

The general argument is that it is more important to get each transcription done as quickly as possible based on the transcriber's best virtually immediate effort.  The main reasoning behind this is that each transcription subsequently goes through a record-by-record and field-by-field checking process; the checked file then enters a validation stage when outstanding queries can be sorted and (very importantly), birth place-names are checked by a person expert in that county.  The need for the transcriber to spend too much time on working out the sense of a word is therefore reduced. 

For INCENS users only, a short tutorial will need to be followed, and please take time to read through as much as possible of the Help documentation and doing trial entries before attempting live entries.  Spreadsheet users should not require a tutorial, just practice.
  

Of course, it would be useful if the transcriber has had substantial experience of genealogical research using the Scottish Census Returns, or reading Victorian handwriting. However the experience will come with time and others are always willing to help.  

However, to "re-cap" very simply, the Census details will be found on the film/CD images in a particular sequence that is broadly within Registration District (and Sub-District) and Enumeration District.  A 'Title Page' will be found for each such Enumeration District showing the areas covered by the Registration District, the Enumeration District Number, the Enumerator's name and a description of the area covered thereby.  Of these details, the Registration District Name, the Parish Name (in the description) and the Enumeration District Number will be needed in the transcription process.   

Moving on from the Title Page, the census details of that Enumeration District will be found, and these will be very easily apparent, being made up of sheets with multiple columns of information.  The number of columns varies with each census, but by 1891 are 14 columns.  Not all of the columns will be used in the transcription.  At the head of the details sheet are Parish Name and Folio and Page Numbers, which will also be needed, and will be described later.   

The details sheets for that particular Enumeration District will continue until Summary Pages (to be ignored) and a new Title Page is found.   

PLEASE NOTE - From time to time on the film/CD images there will be found some sample records.  These will usually be typed in an old script form.  THESE MUST BE IGNORED!! 

Detailed information to be transcribed  

The general rule will be that data will be transcribed 'as is'.  There will be some (few) variations to this, to be described later, in detail.   

Please note that all required information needs to be input in full.  The Enumerator may show ditto marks, but these must not be entered as data.  Repeat the data if necessary.

Transcribing From Old Handwriting 

In general, the handwriting employed in the mid-19th century (onwards) was not dissimilar from the script taught in classrooms 40 or so years ago.  However, every individual's writing tended then (as now) to have its own personality, and so the following guidelines may need application if the writing is clearly going to present difficulty.   

· Do not try to read every word at first.  Read through the text or a good portion of it, picking out words and phrases you recognise.   

· To recognise more difficult letters and words, compare them with the ones that are familiar to you.   

· Using the words and letters you can read, develop an alphabet for each text.   

· Be particularly careful of the capital letters L and S.  They often look similar.  An old capital P can sometimes look like a modern capital I or T.  Further, the Victorians were none too careful about the 'o' and 'e' and still put a flourish on the end of names that many people, today, interpret as an 'e' or 's'.  If in doubt, look through other text to see how these letters are written to decide how best to interpret what you are reading.
· As you gain more experience in reading unfamiliar handwriting, it will become easier.  Practice is very helpful.   

· Be careful.  Errors in transcription could change the entire meaning.   

· You will find that you will become more proficient as you gain experience in studying old records.  
· Addresses are also often to be found with the description.  Do study everything you can and it should become a bit easier.
Where census details are first to be transcribed to paper  

A form is supplied (with the INCENS software) for this purpose can be used by those volunteers who have decided that this will be their mode of working.  For spreadsheet users, it is possible to print a section of the spreadsheet and use that. 

Households 

A household will be the batch unit for input.  It is very important that you fully understand the concepts here.  A household starts with a header, which is the schedule number and an address.  There can only be one header per household and each household needs the address, or a hyphen if the address is missing or indistinct.  A building may have more than one household, particularly in towns and cities.  A household is essentially a family and often a number of lodgers and/or servants.  In this context, it can also be an institution (e.g. a prison).  The household will be input as one series.   If a building is shown as unoccupied then it should also be treated as a household with its own schedule number and address.  Each unoccupied household should be shown on a separate line in the spreadsheet.  Unoccupied households are indicated by a u in column H.  In this case no other information should be entered. (See page 15 for further details.)

1841: To identify households as defined in this project look at the diagonal strokes on the page. Enumerators drew two diagonal strokes after the name of the last person in each building and one diagonal stroke after the name of the last person in each household within a building.  Please be aware that not every enumerator adhered to this convention.  It is necessary to examine each page carefully prior to copying.  

1851: Identifying the households becomes much easier for this census year and later years.  First, there are schedule numbers to differentiate between the households.  Second, a line was drawn across the page, under the last person in the household. The lines drawn will help you determine the address. Please refer to the 1851 Enumerator Instructions for further explanation. 

1861: The diagonal strokes used in 1841 are once again used in 1861.  Once again, the schedule numbers will help to differentiate between the households.  The lines drawn will help you determine the address.

Additionally check the page number given at the bottom of the page.  These may start at 1 for each enumeration district.  Occasionally pages have been duplicated when the records were first copied to microfilm, or pages may have been skipped by the enumerator.  Do NOT enter the duplicate or blank pages.

After 1841 however, where the Census details are properly completed (as in most cases), a household was defined by the first column of the Census details sheet, the No. of Schedule.  Each schedule number thus defines a household, but in their absence, the strokes as described should be taken as the definition.

Software

This is a summary of the software available for each step in the process.  Full details and the download software are available on the website.

	The Software 
	Under the global name of UK-CENS ©, this specially-developed software includes: 

· Transcription: IN-CENS; or SSCENS

· Checking: WINCC; 

· Validation: VALCENS.  

This software is usable for any census from 1841 onwards.  Full documentation is included with each module, but a FAQ (frequently asked questions) sheet is available, which contains answers to many frequently asked questions.  This FAQ is mainly intended for Transcribers, but it may also be of help to Checkers and Validators.  

GENIE PLACENAMES GAZETTEER
Checkers and Validators may also like to download GENIE.  Download size is 500kb and maximum installation size is 1.5MB.  


	In General
	Have regular breaks - do not work more than 2 or 3 hours at a stretch.  This Project needs you, and you need yourself!  

Inputers and Checkers must take care to backup the Census Data Files on at least a daily basis (onto floppy disk).  (See page 29)



	Phase 1: Transcribing
	Data Entry method - Spreadsheet

This method is recognised for use with the Scottish and other census records.

The integrity of the FREECEN concept is preserved since any such data entry will be subject to the usual CHEKCENS and VALCENS procedures.

The Transcriber will complete the Data Entry and forward a file (of .CSV type) for conversion into the FREECEN format, at which time it will also be tested for compliance with the necessary standards.  

Therefore, while more Transcriber discipline (to maintain standards) will be necessary using this method, it will satisfy those who prefer the Spreadsheet methods.

Spreadsheet tips can be found in the help section on page 29.  Other useful references are Relationship to Head (see page 29) and Chapman county codes (see page 29) 



	Phase 2: Checking
	The main checker functions will be to: 

· Sight-check the file details against the microfiche, and correct where possible; 

· Re-sequence data as necessary; 

· Input any missing entries; 

· Clear as many queries as possible.  



	Phase 3: Validation
	The County Coordinator (or his/her appointed delegate) will clear queries passed back by checkers.  The output file from this process will be passed to the Database Maintainer, and will be scanned for acceptability before formatting an upload file for the on-line database loading.  The upload file will be in Comma-Separated-Values ASCII file format.  



	Phase 4: Database Upload
	This is the final step of the process 


Spreadsheet Files

Three files will be required:

1. This user guide

2. An example file CENSDEMO.CSV 

3. A "set-up" file BLANK.CSV 

If you have not been provided with the two CSV files by your coordinator, they can be downloaded from the FreeCEN website, the link to which will be found on Page 37.

A CSV file is one that is a text file with the fields separated by commas.  It does not contain any formatting and is therefore independent of the spreadsheet software used.  The only requirement of the particular software and version is that it can produce this CSV file.

Opening the spreadsheet

To open CENSDEMO in whatever spreadsheet program you have on your computer, go to the File Menu, select Open and locate CENSDEMO.CSV, then press Enter.  If you have been provided with a different demo file, just use that name instead.

If necessary: Highlight the whole file by pressing CTRL A and change the [Font] to "COURIER" or some other similar font and set the "Column Widths" to give "Best Fit".

It will be found that the third row of the file contains spacing characters in every field, which will now indicate the maximum capacity of each field when used in conjunction with the FreeCEN format.  (This will avoid frequent counting in the longer fields) 

While you are working on your transcript, make sure you give your file the recommended filename so that you can find it later, and so that it can be identified.  The filename will be provided to you.  The filename will be the same code you will be typing in cell A1.

Saving as .csv  

Excel:  File, Save As, and then change the file extension from .xls to .csv.  

Works:  select Save as Text and Commas.

When you are ready to commence data entry, open the appropriate BLANK.CSV file into your Spreadsheet and, if necessary, adjust as above.  Once you have completed cell A1 then save the file in your own application. 

The first three rows MUST REMAIN IN THE TRANSCRIPTION FILE.  
When you have finished Data Entry.

Prepare a floppy disk containing 

· Your spreadsheet work SAVED AS a "Comma Separated" (.CSV) file 

· Your MYNOTES.TXT comments file, SAVED AS a "TEXT" (.TXT) file 

Because of file sizes it may be necessary to compress these files using ZIP or WINZIP routines.  If you have problems with this, contact your coordinator.

Keep a copy of this floppy disk among your own archives in case of any emergency.

Save the completed spreadsheet in a "Comma Separated Variable" (.CSV or equivalent) format.  The filename to be used will have been advised by your Coordinator. 

Test the work (or arrange for it to be tested) using CSVCHECK and make any necessary corrections to the spreadsheet before again saving it in .CSV format. 

If you have been using NotePad (or other text-editor) to make extended Comments ensure that this file is saved having the name "MYNOTES.TXT" 

 Using WINZIP (or alternative packing routine), combine "filename.CSV" and "MYNOTES.TXT" into a single zip-file named in the style "codepppp.ZIP" where 'code' represents your 'working code' initials and 'pppp' identifies the piece which has been transcribed. 

This is the file, named and ready to be forwarded as instructions.  Always keep an Archive Copy!

Do not forward the film/CD until it has been confirmed that the file has been successfully converted to the FreeCEN format.

Spreadsheet Structure

Most of the instructions below are suitable for both English and Scottish census records.  

Looking at the sample CENSDEMO file opened in your Spreadsheet routine, it will be seen that the standard requires 25 Columns (A to Y), and may eventually contain over 5000 Rows.  
	First Row:
	A1   In this example it contains "HS121798"

Code for census year and piece being transcribed.  Find this number on the top right corner of the fiche being worked on.

This code may be supplied by your coordinator.

This will be empty on the "BLANK" Set-Up file.  Do not include any extra characters, as in HS41/2692!

The resulting entry will be the name you must use for your transcription work; for example, this sample file would be “HS121798.CSV" 

When the section is fully transcribed you will be required to forward a copy of this file, saved specifically as "Comma Separated" format (.CSV) to be converted.  

After entering the required this data, save the file, under its new name, in the natural format of your Spreadsheet routine.  This will avoid the need to re-structure the file each time you re-start work.  



	
	Scotland:  B1 should be empty



	Second Row:
	Within the limitations of "cell width" imposed by FreeCEN, each cell names the type of information to be entered in each column.

The Standards necessary for each field are described in detail in "Field Descriptions”.  (See page 11)

	Third Row:
	Each cell is filled with spacing characters to establish the maximum capacity of each field.  

Any extra characters entered beyond these limits will be truncated at the conversion stage, possibly resulting in loss of important information.

As a rough guide, the # sign denotes that a character input is expected, although letters do not necessarily exclude the use of numerals in certain fields.  (See "Field Descriptions") 

	
	(NB Most spreadsheet programs will allow you to fix the first 3 header rows in place, so that you can see them as you enter data in the following rows.) 

See page 29.


	Fourth Row:
	This represents the first row of data that you will enter and IT IS IMPORTANT that this row is correctly established before proceeding to other rows.  Note that it does not matter whether you enter data in upper or lower case; the conversion program for the database will sort that out.



	Subsequent Rows:
	 Columns A-D will (at conversion) be copied as a Header to subsequent records from this initial setting, changing only when any cell in these columns is changed.  

Thus whatever is entered in A4 and B4 will be repeated down the list until a new Enumerator or District is started; similarly C4 will be repeated until a new Folio Number is Entered, and D4 repeats until a new Page.

It will be considered a good habit (although not essential) if cells A to D are typed in full for the start of each New Census Page - thus proving that you have checked that this data has not changed from the previous page and also giving you a checkpoint if you need to go back to look for an entry.  

	
	COLUMN E
A value must be entered at the start (AND only at the start) of each New Household.  
This will normally be from the "Schedule" column of the census page.  If there is no Schedule Number on the census then we enter zero.

The 1841 Census did not use Schedule Numbers; therefore a zero must be entered at the start of each New Household.  

	
	COLUMNS F to H comprise the Street Address information and will be copied downward (at conversion) for the relevant Household.

A change in Schedule No (column E) determines whether a new address should be entered or that these cells should be left empty (according to the Census film).

	
	Columns I to Y must be completed individually where appropriate, for every member of the household.  There will be many empty cells.  

If you decide to "Cut & Paste" or "Fill Down" for repeated entries within a Household (such as Surname or Birthplace) - do this with care!


Field Descriptions

This section describes the necessary "rules" to ensure that FreeCEN maintains a uniform style and standards between the various counties and census years.

No-matter how much we try to define these standards there will always be specific situations that are not covered.  Such situations should be clarified either with your Coordinator, or via the HELPERS mailing list.

Transcriptions may be conducted using entirely lower-case; the FreeCEN and Utility routines will change to upper or proper case where-ever required.

"Keyboard special characters" are not to be used for fractions, foreign accents, etc.

Welsh, or other non-English, words must be transcribed as written (apart from accents) and within the limits of available space!  Do not attempt abbreviation, or translation.  Do not hesitate to flag queries, and use the Notes field to write the full words.

Never enter a Question (Query) Mark (?) as part of a transcription - it may be used only in "Notes".

FreeCEN incorporates several "Query Fields" (which may be set to "x" to mark a doubt or query).  See also page 27.

While the requirements are constant for both INCENS and SSCENS transcription, the application differs slightly in that the conversion routine will "fill down" columns where necessary.

INCENS requires that all "mandatory" fields be entered before a record can be 'accepted'.

Note also that it is easy to enter too many characters into a spreadsheet cell.  The conversion routine will simply clip these entries to the maximum permitted length, regardless of whether the remaining entry makes sense!

The code column contains permitted characters and defaults.  # normally means a number or numbers; a normally means a letter.  Any characters past the stated limit will be ignored.

	Column letter:

Field name
	Code
	Description & Rules 


	
	
	Header Information



	Column A 

Civil Parish 
	To 20 chars

No 

default 
	This information is found top-left of each Census Page and is normally constant for an Enumerator. 

Do not confuse with Ecclesiastic Parish that is at the right of this row.

	
	Mandatory
	Scotland: Census parish is included in description on page 1 of the enumeration district.  The ecclesiastical, or Quoad Sacra, parish is shown on each page.  This is not required at transcription stage but at the checking stage. It is helpful for the transcriber to leave a note at the start and end of the quoad sacra parish.



	Column B 

Enumeration

District 
	To 3 numerals + 

1 optional suffix

###a

Mandatory
	This will be identified at the first page of the introductory pages to each Census District.

If there is no identifiable Enumerator Number then use zero.

Note that "Enumerator =1" may not necessarily be the first District of a Census Piece. 

The suffix will be necessary if indicated alongside the Enumeration on the first page (as above)

or

Institutions and Shipping 

NOTE: In the unlikely case of an Institution booklet being listed under "Enumeration District "2a", the Enumerator number would be entered as the numeral "2" and the "special situation" suffix added as below. 

	Enumerator Special Situations 
	0#n

Mandatory
	"Institutions & Shipping"
Certain categories may feature in a Piece but are not included on the "normal" returns.  These normally come at the end of the section, as different format reports without record of Enumerator number.

The following number should be used as the relevant suffix 

1. Barracks & Military Quarters 

2. HM Ships, at Home  (see page 25)

3. Workhouses & Pauper Schools 

4. Hospitals (Sick, Convalescent, Incurables) 

5. Lunatic Asylums 

6. Prisons 

7. Certified Reformatory & Industrial Schools 

8. Merchant Vessels & Lighthouses (see page 25)

9. Schools

0. None of the above

The schedules for Institutions & Shipping should be entered in the normal Folio Sequence e.g. Since no Enumeration District is identified on the pages, Column B should be entered as "0#3" (for a Workhouse).

NOTE the need for the # sign! 
If there are no Schedule Numbers: Use "0" (zero).

For a church or bank, use "0" (zero) and flag as ‘unoccupied’

For Merchant Vessels, there may be no Page Numbers: Use "0" (zero)

Some Institutions used a booklet in which each page has the individual lines numbered from 1 to 25: DO NOT type these numbers anywhere.

"Relationship to Head" should follow the census detail (e.g. 'Passenger'), with any qualifying details (e.g. 'Master's Wife') being included in the Occupation field (Column Q), if room, or entered in the Notes field (Column Y).

Note that for some Institutions it is not possible to maintain 'normal' family grouping; for example a Lighthouse Station which lists the staff first and then the various wives and children.

When transcribing any Institution Booklet do not start a new Household for each person defined as "Head"

An Institution is treated as a single household (even if a very large one) and as a single schedule number that may contain several "head", "wife", etc.  Transcribe in the sequence that persons are recorded in the Enumeration. 


	Column C 

Folio

Number 
	To four numerals + one alpha-suffix

####a
	This is the number hand-stamped at the top right-hand corner of every odd-numbered page

Folio Numbers start from 1 at the beginning of a section and progressively increase regardless of changes to the Enumeration District.

Sometimes pages were missed (the number may have been pencilled in later) or even whole books may not have been numbered.  Suffix letters are very rarely found.

If a Folio Number is missing from its normal position DO NOT type zero EXCEPT for the first Folio position of a Piece.



	
	Mandatory
	Scotland: 1841 did not use folio numbers.  1841 used book numbers and 1851 used volume numbers.  Some Parishes are filed under "Book Number".  Any Book Number should be recorded in the "Folio" field (which is otherwise set to zero).  The number is given at the bottom of the first page of each district census.  This is the circled number at the bottom, under the ED number.  If it is not there, then refer to the index card above the page. To the best of our knowledge, no further reference number exists for 1861 and 1871.  Please enter a zero on line four for these years.



	Column D 

Page

Number 
	To 4 numerals

####
	The Page Number is preprinted on the Census Pages (except for Shipping Schedules) 



	
	Mandatory
	Scotland: 1841 page numbers are generally on the bottom of each page, in 1851 the top centre and in 1861-1871, at the top alternating left and right.




	
	
	Schedule & Address Details



	Column E 

Schedule

Number 
	To 3 numerals + 1 optional suffix

###a

Mandatory
	This is the first column on most census pages except for the 1841 census and on Institution & Shipping returns where Schedule numbers were not used.  A suffix is entered only if present on the Census page.

A value MUST be entered in Column E for every New Household or empty premises.  If no other value can be found then type a zero.

In the conversion routine this column provides the 'trigger' to recognise each separate household or building.

Care should be taken if the Enumerator has entered two separate families, each with its own "Head", under a single address - the second family should be entered as Schedule=0 

All Schedule Numbers must be accounted for (see also under Column H)

If an Enumeration contains more than 999 numbered schedules then enter the schedule numbers in the form 999, 000!, 001!, 002! etc (where the Upload routine will convert such entries to the appropriate schedule number).


If any alpha-suffix is enumerated to such a schedule this should be explained as a Note (Column Y). Do not enter (e.g.) "002!a".
Sometimes the enumerator put the number of uninhabited properties on the same line as the next occupied one.  These must still be added in to the table, with one line for each uninhabited building.



	Column F 

House

Number
	To 4 numerals + 1 optional suffix

####a
	On the census page this is in the second column, associated with the street name.

For instances where the "house number" is compound (as in "23 & 24", "2½" or "2 Back") enter only the first number in this field, then type the full address into the Street/Road address.

Do not use "keyboard special characters" to enter fractions!
If there is a group of number for the same families e.g. 1-4 High street then the numbers should be in the next column

e.g.  if the house is given as "114 & 116 High Street” then

Put the House Number as "114" 

Put the Address as "114 & 116 High St"


	Column G 

Street / Road

Address 
	To 30 alpha / numeric

Default

hyphen

('-')

Mandatory
	Address must be copied precisely - even if it looks wrong!  Abbreviation as St Rd Terr etc will be acceptable.

If no address is written, then enter a hyphen/dash.  Do not assume that the Street/Road (etc) is necessarily the same as the previous household!

Supplementary information should follow the Street Name (as in "High St, Anchor Hotel")

A Shipping Schedule should be entered as Vessel name in brackets with the port of origin, if given, after it (e.g.) (Dundarg) Fraserburg.

Public Buildings without any residents, such as a Church, should be entered as "Unoccupied".

	Column H 

Query

or 

Special Use
	1 character

b, n, u, v, x or space
No

default
	x is the most frequently used character and indicates that you have doubts about the interpretation of any of the columns from E to G, with a brief comment in Column Y to explain the nature of your doubts, e.g. "?house no"

Column H may, alternatively, contain one of b, u, v, or n.  If column H has any of these characters, then any data in columns I to X will be rejected.

· use b if this is shown in Column 4 of the Census Sheet

· use u if this is shown in Column 4 of the Census Sheet (Unoccupied)

· use v if the Census Sheet indicates "family away or visiting"

· use n to show that the Census Sheet is missing specific Schedule Numbers.  (This proves the omission to be on the Census, not made at the Transcription!)

· 'n' should also be used in case of deleted items, as for a note on the Census "Three schedules numbered for the Light House not required, being provided with a schedule from the Trinity Board".  (Type the address as "Light House" and Column H as 'n' 

Any other entry will be rejected at conversion as "invalid"

NOTE: where an Enumerator has 'grouped' vacant premises as a single entry (of "4b" or "2u") each of the premises must be treated as a separate household.
Vacant premises cannot occur within a household (e.g. where the Enumerator may have added "1u", having previously forgotten it).  Normally, enter the vacancy immediately after the household with residents.
A comment may be entered in Column Y if there is a Query regarding the schedule or address entries, or if there is additional information that will not fit in the address.

.

NOTE: where b, u, v, or n have been entered in this field, any data entered in following fields (except "Notes") will be rejected. A comment may be entered in Notes (Column Y) if there is a Query regarding the schedule or address entries, or if there is additional information that will not fit in the address.
Occasionally the enumerator started the next household on the same line as an unoccupied house.  These should still be entered on separate lines.


	
	
	Personal Details



	Column I 

SURNAME
	To 24 chars

Default

Hyphen

'-'

Mandatory
	Surname must be copied precisely - even if it looks wrong, or is known to be wrong! 

A name, or hyphen, MUST be entered in every cell in this Column

Take care if using "Cut & Paste" or "Fill Down" spreadsheet tools!

Do not use ‘unknown’ or any variation of it.  

	
	
	Scotland occasionally shows two surnames for a wife.  These should both be entered separated by a space, /, space.

	Column J 

Forename(s)
	To 24 chars

Default

Hyphen

'-'

Mandatory
	Forenames must be copied precisely - even if known to be wrong!

Abbreviated or mis-spelt names are to be typed as Enumerated 

A name, or hyphen, MUST be entered in every cell in this Column where there are occupied premises.  Allow one space between names, initials, or words.  In the unlikely event of insufficient space being available, reduce later forenames to an initial, but always spell in full the first name (where known).

Titles are to be typed after forenames, enclosed in brackets/braces as in (Rev), (Dr), (Prof) etc.  In an extreme case "Elizabeth (Lady Chalfont)" is covered by this rule.

Do not use small characters e.g Willm  or Fredk  



	Column K 

Query
	1 character

Blank

or 'x'
	Enter an x if you have doubts about the names in columns I and J, with a simple "?Forename" in Column Y will pinpoint your query.  



	Column L 

Relationship

to Head
	To 6 chars

Default

Hyphen

'-'

Mandatory
	Short words may be typed in full, otherwise refer to the standard abbreviations table shown on page 29.  DO NOT EXPAND THE SIZE OF THIS COLUMN.  If a standard form cannot be found in the table, follow the principles used to create one, and note in full in column Y.  The table will also be useful in demonstrating the principles to be applied if a 'standard' form cannot be found.

If no relationship is recorded, enter a hyphen/dash.



	
	
	Scotland: 1841 did not record this information; enter hyphens all the time or leave blank



	Column M 

Marital

Status
	1 character m, s, u, w

Default

Hyphen

'-‘

Mandatory
	Do not make assumptions!
Enter a single letter m, s, u, or w (Married, Single, Unmarried, or Widowed) as defined on the Census Page.  If the Enumerator left it blank - so must you.



	
	
	Scotland: 1841 did not record this information; enter hyphens all the time or leave blank



	Column N 

Gender

Male/

Female
	1 character 

M F or '-'

Mandatory
	The Census Page has two columns for "Age", Male and Female; FreeCEN reduces this to a single letter M or F.  Do NOT make assumptions, copy exactly as enumerated.  If the age columns are empty then enter - (hyphen) 

Some Enumerators were careless, writing "Robert, son" or "Jane, dau" and then filling the age in the 'wrong' column.  In these instances use the gender that matches the relationship.



	Column O 

Age 
	To 3 numerals + 1 letter

y, m, w, d

###a

Mandatory
	A numeric value MUST be entered; zero is not acceptable: 

If age is blank or unreadable then enter 999 

Ignore fractions - if the census states "less than 1 month" enter 1m.  NB: no space between numbers and letter.  The program presumes a number on its own will be years, so no need to enter y.

Standard Rules for Age  (NB Any values outside the rules will be flagged as "Invalid" at conversion)"

· y (Years) maximum value 
=
120

· m (Months) maximum value 
=
24m

· w (Weeks) maximum value 
=
20w

· d (Days) maximum value 
=
30d

· If only a number is entered, it will be converted as 'years'.  (Thus 46 or 46y will be converted to mean "46 Years")

· If marital Status is M or W then male age not be less than 14y; female age not less than 12y.

· Scholars must be between 2y and 17y.  Outside these limits a "Scholar" is "Student (orig: Scholar)"

No fractions are allowed, but details may be added to the notes field such as, “Age: 2 ½ years”



	Column P 

Query 
	1 character

Blank

or 'x'
	Enter an x if you have doubts about entries in Columns L to O.

A simple "?Age" in Column Y will pinpoint your query.  




	
	
	Rank, Profession or Occupation



	Column Q 

Occupation 
	To 30 chars

No

Default
	Abbreviations are acceptable provided they are un-ambiguous, thus "gen dom serv".  Occasionally descriptions may be lengthy: See guidelines on Abbreviations on page 29.

The early Censuses in particular, used a lot of abbreviations, such as "FS" which should be expanded where we are certain of the full meaning (Female Servant).  Any "ditto" indication relating to earlier occupations must be expanded in full.

The 1891 Census introduced additional columns to indicate whether a person was "Employer", :Employee" or "Neither ...".  FreeCEN transcribes these as "(Em'er)", "(Em'ee)" or "(Notem)" within the Occupation field.  Clipping of the final ')' bracket is permitted if space is at a premium.

The occupation description may need abbreviation to allow the 'status' to be included.

If abbreviation leaves any doubt about the meaning of the Occupation, type this in full in the Notes field (within the 44 character Notes limit).

INCENS will not permit more than thirty characters to be entered (including the 'status' which does not need a space immediately before it.)

SSCENS uses a separate column (R) to code the status, but its inclusion in the Occupation column means that only 24 characters are actually available to define the Occupation

Example "General Servant Housemaid" can be typed in full (25 characters) if there is no status quoted, but we must abbreviate if she is defined as "Employee" so that the total Occupation will read (on the database) as "Gen Serv Housemaid (Em'ee)"

Any excess characters will be clipped during INCENS conversion!



	Column R 

Employment

Category 
	1 character

E R or N
	From 1891 the Census form includes three columns to be marked if the person was "Employer", "Employee", or "Neither", 

FreeCEN Transcribes this information into a single column.

Do not make assumptions!  If these columns are all empty, then leave Column R empty. 

· Enter r for employeR

· Enter e for employeE 

· Enter n only when marked as Neither

· If a person is marked for both "employeR" and "employeE": enter r


	
	
	Scotland: 1841 to 1871 did not record this information; enter hyphens all the time or leave blank



	Column S 

Query 
	1 character

Blank

or 'x'
	Enter an x if you have doubts about the entries in Column Q.

A comment in Column Y will be necessary only on rare occasions, since this Query concerns only Employment 




	
	
	Birthplace & Sundries



	Column T 

Where born

County 
	3 chars

Chapman Code only

Mandatory
	These must be taken from the Chapman County Codes as shown on page 29.
For persons born outside the UK:

· OVB is used for overseas births where the person is stated to be a British Subject, or was born in one of the British Empire countries of the time (not sure?  X in col V, note in col Y!)

· OVF is used for all other Foreign birthplaces.

· UNK is to be used only as a last resort or if entered by the enumerator

Unless there can be no doubts, type only what is written on the census page as many British place names appear in different counties.

If county is unclear use UNK, do not assume as counties have changed.

1841 Census only: the information required was Born In This County?  and only certain responses were allowed.  Here they are with their Chapman code equivalents:

Y:  enter Chapman code for county being transcribed

N:  OUC      E:  ENG     S:  SCT       I:  IRL      F:  OVF Blank: UNK
If an English county was written on the side, please enter that county’s code.

If an English colony was written on the side, please enter OVB and enter the place in the Notes column.
The 1841 Census requires different treatment since the information is merely "Born In This County?  Yes/No"

Permitted entries will be limited to the Chapman Code for "this county"; IRL; SCT; OVF; ENG; WLS OUC; or UNK.  If the parish being transcribed is actually in another county, then Yes means that county code.



	
	
	Scotland: 


y 
= 
MLN (or whatever county you are transcribing)


n 
= 
OUC 


i 
=
IRL 


e 
= 
ENG


f 
= 
OVF


no entry
=
UNK


other
= 
if enumerator quoted other county then enter 



code



	Column U 

Where born

Place 
	To 20 chars

Default

Hyphen

'-'

Mandatory
	Enter what is written on the Census Page! 

Exception: do not enter any variant of "N.K.", "Not known", etc. (type a hyphen/dash).  Avoid abbreviating wherever possible.  The only exception permitted would be to rearrange a lengthy birthplace so that the principal town can be written in full at the start of the line. 

If, for example "Scotland" is all that has been written; you would have "SCT" as the County Code and a hyphen in this column.  If born "Notre Dame, Paris, France"; then "OVF" and rearrange the place "Paris, Notre Dame" (there isn't any more space!) 

If you believe it to be incorrectly spelt then put 'x' in Column X and your suggested correction in Column Y.

(The reason for this is that the Validation routine is capable of saving both the original entry and any chosen "correction".  If the place-name is substituted ("corrected") prior to Validation then we lose this "double entry" facility - and we may have made an incorrect assumption!)



	
	
	Scotland:  1841 did not record this information; enter hyphens all the time or leave blank



	Column V 

Query 
	1 character

Blank

or 'x'
	Enter an x if you have doubts about the entries in Columns T or U



	Column W 

Disability 
	To 6 chars

Blank
	Strictly, the Census asked only "Deaf, Dumb, Blind"; many Enumerators also wrote such comments as "Imbecile", or "Cripple".  We can record these options; with abbreviation as necessary (enter the full wording in Column Y).  "Df&Dm", "Imbcil", "Crippl" would be acceptable.



	Column X 

Welsh

Spoken 
	1 character

W, E, B

No

Default
	One character
Generally left blank, except for those returns that specifically ask the "Welsh spoken" question.

Use W E or B if needed (Welsh, English or Both spoken).

Applicable to 1891 only

	
	
	Scotland:  did not record this information; enter hyphens all the time or leave blank




	
	
	Notes & "Mynotes"



	Column Y 

Notes 
	To 44 chars

Freeform
	This cell is provided to qualify any query raised and is intended as a brief indication of the nature of the problem.

Also used to enter overflow information from earlier columns.


	
	
	Shipping Returns

	Column A

(Civil Parish) 
	To 20 chars
	If known: enter the name and CTY of the port where the return was handed in.

If the "returns" port is not known: enter the name of the port and county where the return was issued 

Required format: Port-name CTY ... as in "Fraserburgh ABD" 

	Column B
(Enumeration District) 
	To three numerals + one optional suffix

###a
	  If there is no identifiable Enumerator Number then use zero.

Note that "Enumerator =1" may not necessarily be the first District of a Census Piece. 

The suffix will be necessary for Shipping and will be: 

  2 for HM Ships (Royal Navy), at Home 

  8 for Merchant Vessels (also used for Lighthouses) 

SSCENS: Since no Enumeration District is identified on Institution pages, Column B should be entered as "0#8" (for a Merchant ship).

NOTE the need for the # sign, only with SSCENS entries!

	Column C
(Folio

Number) 
	To four numerals + one alpha-suffix

####a
	If the schedule does not have Folio Numbering: enter zero.

SCT only: Some Parishes are filed under "Book Number" and do not use Folio Numbers.

Any Book Number should be recorded in the "Folio" field (which is otherwise set to zero) 

	Column G
Street / Road

Address 

"Home Port" 
	To 30 chars
	The Vessel Name is to be entered in parenthesis, as (Prince Consort)

... and followed by the Home Port placename (if known) 

The method of enumeration will be found to differ between the census years: the FreeCEN style should be :(Prince Consort) Aberdeen where possible.  

Note that, if we are short of space, the "HMS" of a Royal Navy name may be omitted since this will become evident from the used of the "0#2" Enumeration code.  

	Column H
Query

or 

Special Use 
	1 character

b, n, u, v, x or space

	Any other entry will be rejected as "invalid". 

Occasionally one may find a (foreign) ship named but with no crew details.

Use the flag v and type into the Notes field any pertinent details: thus the (Louise Frederick) came from Norway, had five crew on board who were not named, nor were any personal details provided. 

Column G = "(Louise Frederick) Norway"; Column H = "v"; Column Y records "Five Crew - un-named" or “Five unnamed seaman”, if an occupation is stated.

	Column L 

Relationship

to Head 
	To 6 chars
(Not used for 1841 census)
	In the absence of any detailed information, enter persons as "crew"

Maintain the order of enumeration, and abbreviate if necessary to suit the field size.

	Column Q 

Occupation 
	To 30 chars
	If we are short of space Abbreviations are acceptable provided they are un-ambiguous, thus "gen dom serv"

On the other hand, the early Censuses in particular, thrive with abbreviations which should be expanded where we are certain of the full meaning.

Any "ditto" indication relating to earlier occupations must be expanded in full.

	Column Y 

Notes 
	To 44 chars
	This cell is provided to qualify any query raised and is intended as a brief indication of the nature of the problem. 

It may also be used for "additional Information" which would be beneficial to include on the FreeCEN Database.

Where a Shipping Return includes a description of the vessel (as in "Coastal", "Fishing Smack" or "Battleship" this should be entered as a Note against only the first person described in the schedule. 

Note: If a note will continue on to the final database file, please format the capitalization properly.


MYNOTES.TXT
It will be useful to make a file named MYNOTES.TXT using whatever word processing package you are familiar with.  However, before forwarding the file to your coordinator, it must be saved as a TEXT file i.e. without any embedded formatting.  Here you can write extended comments that you wish to convey to the Checker.  Run the word processor in "background" so that it is always ready to use and please identify the record you are explaining by quoting (as a heading) Enum No x; Folio y; Schedule z; Person names.  When commenting on records with no folio, or schedule numbers, just enter enough information that will make it easier for the checker to understand your concerns.

Please accept that while it would be easier to quote "Line No." from the spreadsheet, this reference will have no meaning once the file is converted to FreeCEN format. 

(The CHEKCENS and VALCENS routines are written to expect a transcribers file called MYNOTES.TXT)


Queries, Notes and Comments

Queries

The FreeCEN transcription format includes several "Query Fields" which may be flagged with an "x" to indicate that there are doubts about the transcription for a section of the record.

Query Flags may be 'set', or cleared, by the Transcriber, Checker, or Validator.

Any record which is uploaded to the database while still carrying a Query Flag will be displayed in a manner signifying "FreeCEN has significant doubt about (this) portion of the transcript".  Thus there is no 'disgrace' associated with a query flag; rather it emphasises the need for researchers to examine the census images and form their own interpretation.

The query mark "?" must NEVER be used in any FreeCEN field except as part of a Note.  Hyphens may be used in place of unknown letters.
Notes

Every FreeCEN record (except those dealing with vacant premises or missing schedules) has provision for a brief Note, up to 44 characters in length.

These Notes may be used by the Transcriber to explain a query to a subsequent worker (as in "Surname may be SMYTHE"), to record supplementary information (e.g. "child of first marriage"), or for clarification of an entry that has needed severe abbreviation in order to fit into the available space (e.g. some Occupation descriptions)

The Transcriber's Note cannot be altered by a Checker, but Notes may be added, removed or edited by the Validator.

Any entry in the Notes field after Post-Validation will be displayed in the database.
Comments

A separate text-file is associated with each stage of the FreeCEN transcript processing and is designed to contain (extended) comments regarding doubts or queries.  SSCENS uses a spreadsheet that contains row numbers.  The checking program does NOT use these row numbers.  It is essential, therefore, that the record being questioned is accurately identified.

Such notes/comments will never be displayed in the database and are meant for 'internal communication' between FreeCEN workers. Please use references such as the ED number, page number and schedule number as the checkers will not see what spreadsheet line the entry is on.
These comment files are carried forward in the respective ZIP files from each stage and the files are identified as:

MYNOTES.TXT from the Transcriber

(HS)yynnnn.TXT from the Checker

VALNOTES.TXT from the Validator

These files may be printed from NotePad if required but the original files must not be changed or deleted!

Do not under-estimate the usefulness of "Query Flags", "Notes" or "Comment files" for stages of checking which may follow your work.

If a Transcriber has not left any query flags or notes then the Checker might assume that the Transcriber was confident about what was typed.  In such circumstances it becomes easier to "agree" with the Transcriber.

The presence of a query flag or a Note is vital if a doubt is to be brought to the Validator's attention for possible arbitration.

Demonstration File

Comparing the CENSDEMO.CSV example file and the descriptions detailed above, the following provides some explanations.  (Please note that the file details refer to an English county census.)
	Column
	Row No
	Comment

	A
	1
	Contains the Year Code and Piece number.  

In Scotland contains code supplied by your coordinator.  

This will be the filename under which you save and forward your work



	B
	1
	Contains the Registration District Number or Name (found on the microfiche typewritten heading or on the first page of an Enumerator's book).

In Scotland left blank



	A - D
	4
	These columns MUST be entered on Row 4 and, ideally, at the start of each new Census Page 



	E
	87,91,23
	Must contain an entry for each New Household or Premises.

Note the use of 0 (zero) in rows 87 and 91 where the enumerator did not allocate a Schedule Number.

Note also row 92: Schedule No 23 has not been used by the enumerator, but must be accounted for.



	E - F
	68,74
	House numbers are often omitted.  Note rows 68 & 74 for ways of dealing with non-standard house identification.



	G
	76
	The Address may be a "normal" street name, or the name of a farm or building, or even of a whole hamlet or village.  At the start of each Household: enter the Address provided (ditto marks to be written out in full), or leave blank (row 76)



	H
	87,92
	The use of column H is discussed at length under "Field Descriptions" 

If column H contains u, b, v, or n then all other columns I - X should be left empty!



	I
	
	Option: You may type everything in lower case letters; the conversion routine will provide Capitals where needed.  



	K, P, S, V
	
	Use to indicate any doubts about what has been entered.  Enter only an 'x' or leave empty.



	L, M, N
	
	Note the use of "standard abbreviations".  

	O
	65 - 75
	See "Field Descriptions" for details of age unit requirements.

You do not need to enter 'y' for age in years.



	U
	52,78
	Birthplace: A - (hyphen/dash) is required if there is no information present.

Row 52 The enumerator had written only "London"; we do not know whether he meant "London City" or the "London County".

Row 78 The only information available is born "Cornwall".  



	Y
	4,23
	Use this limited space for short notes to explain why you have set any "Query Flags"

Any message longer that 44 characters and spaces will be clipped at conversion - valuable comments could become not understandable! 

If larger notes need to be passed to the Checker: Open (e.g. in 'NotePad') a text file to which you can progressively add comments about the work.  SAVE this file regularly in text format as "MYNOTES.TXT"




Transcription Hints

Transcription Software

The FAQ and help files should provide all the instruction information needed to transcribe.  Also visit the project home page and read the information there, downloading anything useful.

SSCENS was created for the 1891 England/Wales census; there are a few things to be aware of when adapting it for the Scotland censuses.  More specific instructions for Scotland are below.

General Notes on Transcribing 

The general rule for transcription is to enter things "as is".  There are a couple exceptions to this rule, which will be dealt with in the next section.  

1
The 1841 census has several differences with later census returns.  The enumerators collected less information.  Ages were rounded down for people over 15.  The books were written in pencil rather than ink, making the reproduction worse.  There are no schedule numbers.  Because of the poor quality of many of the fiche, you may be struggling to read some of it.  Please just give it your best shot.  Remember, behind you comes a checker and the validator.  

2.1
The 1841 census used a series of slashes to distinguish between families and households.  The enumerators did not always follow the rules as laid out.  Review your parish before you begin transcription to get a sense of the system your enumerator's were using.  In general: 

· A single slash ("/") after a name indicates that the people following are not members of the preceding household.  Sometimes they are a separate household living in the same building and sometimes they are employees, lodgers, distant relatives, etc. living in the same household as the main household.  Relationships however were not given in this census so it is not possible to know who was, or was not part of any particular family group.

· A double slash ("//") after a name indicates that the people following were members of another household.  There can be more than one household in a building, particularly in larger cities. 

2.2 In 1851, the enumerator was instructed to draw a line across the page as far as the 5th column after the last name in any house.  This was defined as a distinct building separated from other buildings separated by party-walls. A shorter line, normally from the middle of the second column separated the families of each occupier within the house and there is normally a schedule number against the head of each of these.

2.3 In 1861, single and double slashes were again used. This time, as with 1851, there are schedule numbers given against the various occupier families. Boarders were included as part of the family, lodgers were often allocated separate schedule numbers
Each household must have a schedule number – default is 0.  Uninhabited buildings must also be included as neighbourhood searching is expected to be provided as part of the final data base.

3.
Take the time to read the enumeration information at the beginning of the ED and the enumerator's notes (if applicable), at the end of the ED.  These may contain further clarification on proper address spellings and any questionable entries.  

Notes on using SSCENS for Scotland 

1. Column E — Schedule number: Schedule numbers were not used on the 1841 census; however a schedule number MUST be entered in the row for each new head of household for the database to work.  Please enter "0".  Each household has to be determined.  If the “slashes” don't solve the problem for you, then look at the complete picture, addresses, surnames, ages, occupations etc.  Then decide what the household is.  

2. Column G — Address: All "dittos" and any abbreviations clearly derived from preceding place names should be expanded.  For example the address "H.  Cot." following the address "Hiltonhead" should be expanded to "Hiltonhead Cot”.  If the abbreviation is unclear, enter it as is.  Also, use the spelling used by the enumerator, no matter how unusual it seems.  

3. Column J — Forename: In 1841 no modern first names were likely.  Before 1900, the majority of men in Scotland had one of the following names: James, John, William, Alexander, Charles, or Robert.  The majority of women had one of the following names: Mary, Margaret, Martha, Jane/Jean, Janet, Agnes, Elisabeth, or Isabella.  

4. Column Q — Occupation: Understandable abbreviations such as "Ag Lab" are acceptable, however please expand out other abbreviations (example: AL, FS, HLW) where you are certain of the meaning so that it is clearly understandable.  All "dittos" should also be expanded.  If you are unclear as to the meaning of the abbreviation, enter it as is.  Please reference the list of occupations (page 29) for common abbreviations.  

5. Column T — Birth County: The 1841 enumerators used "y" for born in county, "n" for not born in county, "i" for Ireland, "e" for England, and "f" for Foreign.  Translate these over as follows 


y 
= 
MLN (or whatever county you are transcribing)


n 
= 
OUC 


i 
=
IRL 


e 
= 
ENG


f 
= 
OVF


no entry
=
UNK


other
= 
if enumerator quoted other county then enter code

Some parishes are geographically in a different county to that being transcribed.  These cases are clearly indicated.  Here the “Y” refers to the correct county and that code should be used.

Utilities

Genie Place Locator

This Utility is already incorporated as part of the operational functions of the INCENS (transcription) and VALDREV (validation) programmes.  It is available as a free-standing routine for possible help to users of WINCC (checking) and SSCENS (spreadsheet data-entry).

NOTE that the GENIE Place Locator does not claim to be a comprehensive gazetteer, and that it may contain some mis-spellings or wrong county references, but is better than nothing!  

As a free-standing routine GENIE may be stored and operated from any hard drive or folder name, and may be left running as a "back-ground screen".  The routine starts by "RUN GENIE.EXE" from the applicable folder, or a Desktop Icon may be created for frequent use.

A search field is provided: type up to six letters of the start of the place name.  Scroll up or down the list as necessary.

Alternatively: type ?cty in the search field, where "cty" represents a Chapman County Code.  The display will include only place names from within that county.

Transcription checking

Although its essential routine forms part of FCTOOLS, CSVCHECK is prepared as a free-standing, simple-to-operate, routine to enable Spreadsheet workers to test their own work and to ensure compliance with the FreeCEN requirements.

INSTALLATION
CSVCHECK may be installed to any Hard Drive, but must be installed into a main folder named \FCTOOLS\.

RUN CSVCHK.EXE to expand the file contents.

RUN CSVCHECK.EXE to start the programme.

Before starting the programme:

Print out for future reference the document "REPORTS.TXT" which will be found in the \FCTOOLS\ folder.

Until you are familiar with the SSCENS requirements it will be beneficial to test your spreadsheet work frequently to ensure that you are maintaining "good practices". 

To Test a Spreadsheet file:

· The spreadsheet must be saved to either a floppy disk or to your hard-drive in a file named C;\FCTOOLS\CSV, using "Comma Separated Variable" format.

· The filetype must be ".CSV"; (rename any Apple/Mac ".SLK" file as .CSV in order to test.) 

· The spreadsheet must start with the three rows used to set up the new spreadsheet.  (See page 9)

· The spreadsheet, as saved, must comprise exactly 25 columns 

Failure to comply with these requirements will result in inability to test the file (which would also not be compliant for conversion to the FreeCEN format).

With the CSV file on either of the drives;

RUN CSVCHECK.EXE (or start from a Desktop Icon)

Select the location of the file from “Options” on the toolbar

Observe all messages and prompts.

The routine is very rapid and will produce an "Error Report" onto the floppy disk.  The report is in the form of a .TXT file and may be viewed or printed from NotePad or other word-processing programme.

The Error Report should be examined quickly on-screen (before closing CSVCHECK) to determine the nature of any reported problems.  It will be seen that the report identifies the spreadsheet Row number for each defect.

In the event that more that (say) 200 defects are reported it is useful to browse the report and see whether there is a common fault relating to a significant number of 'events' (e.g. "data missing").

It can be beneficial to revisit the spreadsheet and rectify such matters before retesting the file and getting a much smaller Error Report.

Personal technique for dealing with corrections may vary according to preference:

You may choose to work between two screens, one displaying the spreadsheet, the other displaying the Error Report,

or to work from a printout of the Error Report,

or to set up your monitor as a "split screen" so that both the spreadsheet and the Error Report are displayed at the same time.

Whichever method is chosen, it will be useful to have the printed document "REPORTS.TXT" handy for reference.

A spreadsheet may need progressive correction and re-testing several times before the Error Report is only advising 'Warnings' for conditions that you are unable to alter, e.g. where schedules were not written in correct sequence by the Enumerator!

ALL defects identified as "ERROR" must be rectified.

Help

There are a number of ways you can obtain help.

General

Project

The main site address is http://www.freecen.org.uk and you should surf that when you have become familiar with this user guide.  There are files, software and help areas there to provide you with all that you may need.  Do remember that the site is there to suit all those involved with the FreeCEN project and some of the information may not be precisely for Scotland.

Scotland’s project home page can be found at http://home.chilitech.net/~mmjeffery/myweb9/index.htm
Please read the documentation on this site, paying special attention to the Enumerator Instructions and Transcriber FAQ’s.
CENSFAQ

CENSFAQ stands for Census Frequently Asked Questions.  There is an extensive help file on the main web site at http://www.freecen.org.uk/censfaq.htm but if you wish to print it out for your own use remember there are in excess of 60 pages.  It is intended to be used from a browser and so the questions may not appear to be in a particular order.

Spreadsheet help

If you are unfamiliar with the use of a spreadsheet, turn to the page 29 for help.

Coordinator

Please remember your county coordinator is there to help you.  Feel free to drop him / her an email if you are in difficulties.  This project is not intended to give you grief – you should enjoy it while doing your bit for the genealogy community.  Never struggle for long.

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 world-wide 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. 

HELPERS

Subscription is open to anyone (see below) and this list provides the main means of solving problems which concern the full aspects of FreeCEN. 

SS-HELP

Subscription is open to anyone (see below) but this list specialises in solving problems which 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 "DEV1891, INCENS" 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 that 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 (especially HTML repeats of a plain-text message!).

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. 

Backup

Inputers and Checkers must take care to backup the Census Data Files on at least a daily basis (onto floppy disk) as per instructions.  It is also important to have at least three floppy discs used successively such that if there was a problem during backup, you will have at least one previous backup copy.

Why not email the information?

Some coordinators have suggested data transfer by email-attachments.  There is a serious risk, if anything goes wrong at some future date, that valuable transcription and checking work could be lost due to file corruption or other mishap.  This risk is considerably reduced if multiple floppy-disk copies exist.  

Even for a large section, a single floppy disk can contain a full history; from transcription, to conversion, checking and validation, and complete with all query notes, so that reconstruction of the data may be possible at any stage.  

Extra backup

Many computer users regularly take backups without ever checking that their backup is actually readable.  This may give a false sense of security.  Many companies also keep their latest backup off-site in case of fire or other mishap.  If your coordinator wishes to become involved with the backup, then it is therefore suggested that, in addition to the floppy disc backup, a copy is sent by email to the county coordinator on a regular basis.  This will then be checked for readability, an off-site backup will automatically be kept and, further, since the project may be many months long will allow your coordinator to monitor progress.  Please note that the coordinator will not be checking your work for accuracy – you will still have the fiche.

Legal and Copyright Issues

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.

Appendix A – Enumeration

1841 Enumerator's Instructions

Respecting the manner in which Entries may be made in the Enumeration Schedule.

After "City or Borough of" write the name, if the District is in a City or Borough: if not, draw a line through those words, or through whichever of the two the District does not belong to.  After "parish or Township of" write the name; if there is not Township in the Parish, draw a line through "Township:" if it is a Township, write the name of the Township and draw a line through "Parish".  If it is Extra-parochial, draw a line through "parish or Township of," and write "Extra-Parochial" over those words, and after it the name.

In the column headed "Place," write the name of the house (if it has a name), or of the street or other part of the town, or of the village, hamlet, or extra-parochial place in which it stands, opposite to the mark denoting each house, or the first house in the street, etc, and write "do" opposite to every other in the same street, etc.

"Houses."  Insert houses uninhabited or building in the manner shown in the Example, writing "1U" or "1B," as the case may be, in the proper column, opposite to the inhabited house to which each stands nearest.  Every house which is unoccupied at the time of your visit and is believed not to have been slept in the night before may be inserted as uninhabited.  New houses, not yet inhabited, may be inserted as "Building."  Where there is a row of such houses the total number may be inserted before the letter "B" instead of the separate insertion of each.

By "House" is meant Dwelling-House; and every building in which any person habitually sleeps must be considered a s dwelling-house; but buildings, such as churches or warehouses, or any others, which were never used or intended to be used as dwelling-houses, must not be inserted.

"Names of each Person who abode therein the preceding night."  Insert, without distinction or omission, every living person who abode or slept in each house.  Leave no blank spaces between the names, but enter each immediately after the one preceding it, so that each page may contain 25.  Set down one after the other those who have the same surname, beginning with the heads of the household, and put no others between them.  As long as the surname is the same do not repeat it, but write "do."  Where there are more Christian names than one, as in "John William," or "Maria Louisa," write down only the first.

When the person is a Peer or Peeress, the title may be written instead of the name.  The words "Lord," "Lady," "Sir," "Rt Hon." "Hon," may be put before the names of those to whom they belong.

If no Christian name has been given to an infant write "n.k." for not known, as in the Example.

If, as may happen in a lodging-house or inn, a person who slept there the night before, has gone away early and the name is not known, write "n.k." where the name should have been.

At the end of the names of each household draw a line thus "/" as in the Example.  At the end of the names of the inmates in each house draw a double line thus "//".

"Age and Sex."  Write the age of each person opposite to the name in one of the two columns headed "Males" and "Females," according to the sex.

Write the age of every person under 15 years of age as it is stated to you.  For persons aged 15 years and upwards, write the lowest of the term of 5 years within which the age is.

Thus — for Persons aged

15 years and under 20 write 15

20 years and under 25 write 20

25 years and under 30 write 25

30 years and under 35 write 30

35 years and under 40 write 35

40 years and under 45 write 40

45 years and under 50 write 45

50 years and under 55 write 50

55 years and under 60 write 55

60 years and under 65 write 60

65 years and under 70 write 65

70 years and under 75 write 70

and so on up to the greatest ages.  

"Profession, Trade, Employment, or of Independent Means."  Men, or widows, or single women, having no profession or calling, but living on their means, may be inserted as independent, which may be written shortly, thus "Ind."

The profession, etc, of wives, or of sons or daughters living with their husbands or parents, and assisting them, but not apprenticed or receiving wages, need not be set down.

All persons serving in Her Majesty's Land service as officers or privates in the Line, Cavalry, Engineers, or Artillery, may be entered as "Army," without any statement of their rank, adding "H.P." for Half-pay, and "P" for Pensioner.

All persons belonging to Her Majesty's Sea service, including Marines, may be entered as "Navy." Adding 'H.P." for Half-Pay, and "P" for Pensioner.

All domestic servants may be entered as "M.S." for Male Servant, or "F.S.." for Female Servant, without statement of their particular duties, as whether butler, groom, gardener, housekeeper, cook, etc, etc.

Insert all other professions, trades, or employments, as they are described by the parties, or by others on their behalf, writing 'J." for Journeyman, "Ap." for Apprentice, and "Sh" for Shopman, after a statement of the trade of those who are such.  "Master" need not be inserted; everyone one will be so considered who is not entered as journeyman or apprentice.

Time may be saved by writing the following words, shortly thus, "M." for Manufacturer, "m." for Maker, as "shoem.” for Shoemaker, "Cl." for Clerk, "Ag Lab." for Agricultural labourer, which may include all farming servants and labourers in husbandry.  Use no other marks or abbreviations but those herein allowed.

Rank, or any such terms as "Esq." or "Gentleman" must not be entered in this column.

"Where born — Whether in the same County" Write opposite to each name except those of Irish, Scotch, or Foreigners,) "Y." or "N." for Yes or No, as they case may be.

Whether in Scotland, Ireland, or Foreign parts.  Write in this column, "S." for those who were born in Scotland; "I." for those born in Ireland; and "F." for Foreigners.  This latter mark is to be used only for those who are subjects of some Foreign State, and not for British subjects who happen to have been born abroad.

Enter the Totals at the bottom of each page as in the Example, and enter and add up all the Totals in the summary n the last page.  This may be done at home, and must be written with ink.

The entries in the pages of the Enumeration Schedule (except the Totals) may be written with a pencil, which will be furnished for that purpose.  All that is written in the 3 pages following them must be with ink.

1851 Enumerator's Instructions
Directions

Respecting the manner in which Entries should be made in this Book.

The process of entering the Householder’s Schedules, in this Book, should be as follows:

The Enumerator should first insert, in the spaces at the top of the page, the name of the Parish, Quoad Sacra Parish, City or Burgh, Town or Village, to which the contents of that page will apply, drawing his pen through all the headings which are inappropriate.

He should then, in the first column write the No. of the Schedule he is about to copy, and in the second column the name of the Street, Square, &c. where the house is situate, and the No. of he house, if it has a No., or, if the house be situate in the country, any distinctive Name by which it may be known.

He should then copy from the Schedule into the other columns, all the other particulars concerning the members of the family (making use if he please of any of the contractions authorized by his Instructions;) and proceed to deal in the same manner with the next Schedule. 

Under the last name in any house he should draw a line across the page as far as the fifth column.  Where there is more than on Occupier in the same house, he should draw a similar line under the last name of the family of each Occupier; making the line, however, in this case, commence a little on the left hand side of the third column, as in the example on page vi.  By the term “House,” must be understood “a distinct building separated from other buildings by party-walls.”  Flats, therefore, must not be entered as houses.

Where he has to insert an uninhabited house, or a house building, this may be done, as in the example, by writing in the second column on the line under the last name of the last house inserted, “One house uninhabited,” “Three houses building,” as the case may be; drawing a line underneath, as in the example.

At the bottom of each page, on the line for that purpose, he must enter the total number of HOUSES in that page, separating those inhabited from those uninhabited or building.  If the statement regarding any inhabited house is continued from one page to another, that house must be reckoned in the total of the page on which the first name is entered.  He must also enter on the same line the total number of males and of females included in that page. 

When he has completely entered all the Schedules belonging to any one Parish or Quoad Sacra Parish, he should make no more entries on the LEAF on which the last name is written, but should write across the page, “End of the Parish [or Quoad Sacra Parish] of 

------;” beginning the entry of the next Schedule on the next subsequent LEAF of his book.  The same course must be adopted with respect to any isolated or detached portion of a distant Parish; which portion, for the sake of convenience, may have been included in his district.  When he has entered all the Schedules belonging to any Burgh, Village, &c., he should make no more entries on that PAGE, but write underneath the line after the last name, “End of the Burgh, [or Village, &c.] of -----;” making his next entry on the first line of the following PAGE.

In this way he will proceed until all his Householders’ Schedules are correctly copied into his Book; and he must then make up the statement of totals, at page ii of this Book, in the Form there specified.  He must also, on page iii, make up the summaries there mentioned, in the form and according to the instructions there given.

1861 Enumerator's Instructions

GENERAL  INSTRUCTION  TO  THE  ENUMERATOR.

As soon as possible after the completion of the Enumeration – 


(1.)  Arrange the Householder Schedules in the order in which they ought to be entered into the Enumeration Book

Note: – This order will be indicated by the Schedule Numbers entered in your “Memorandum Book,” prepared in conformity with the instructions:–


(2.) Copy very legibly in ink the Householder’s Schedules into the Enumeration Book, in accordance with the following instructions:– 

Directions respecting the manner of quoting the Householder’s Schedules.

1. Insert first, in the spaces at the top of the page, the name of the Parish or Quoad sacra Parish, Parliamentary or Royal Burgh, Town or Village, &c., in which  the houses of that page are situate, drawing your pen through such of the words as are inappropriate.

2. In the first column, write the No. of the Householder’s Schedule you are about to copy, commencing with No. 1; in the second column the name of the Road, Street, Square, &c., where the house is situate, and the No. of the house, or any distinctive Name by which it is known; then enter in the third column the   figure 1 for an Inhabited House, and Copy from the Schedule into the other columns all the relative particulars mentioned therein, making use of any of the authorized abbreviations (see below), and taking especial care to class the ages of males and females under their proper columns.

Proceed to enter in the same manner the other Schedules, up to the last, in strict numerical order.

3. Under the name of the last entered person in each house, draw a double line, as    in the example on the opposite page, to separate the inmates from those of the house next following, and where there is more than one Occupier in the same house, draw a single line to distinguish each Family, as in the example. [Note.   –By the word “house” must be understood a distinct building separated from other buildings by party walls. Flats, therefore, must not be entered as Houses. A Lodger, with or without a family, is to be considered an Occupier].

4. Where you have to insert an uninhabited house, or a house building, do this by writing in the fourth column “1 U,” or “1 B,” in a distinct line, following the line in which the houses occur in the Road, Street, &c. Where two or more houses, uninhabited or building, occur together, enter the total number, thus :      – “3 U,” “2 B,” as the case may be.

5. At the bottom of each page, on the line for that purpose, enter the total number      of houses in that page, as in the example. If the statement respecting any inhabited house is continued from one page to another, that house will be reckoned to the total of the houses in the page on which the first name is entered. Enter also, on the line at the foot of the page, the total number of  males and females in that page, the total number of Children attending   school, and the Rooms with one or more Windows. [The number of School Children and Windowed Rooms is to be reckoned in the case of each family, the relative figures being inserted in a line with the name of the Head.] 

6. When all the Schedules belonging to any one local Sub-division have been entered, write across the page, “End of the ---- of ----”, making the next entry on the  first line of the following page.

Persons not in Houses, and Completion of the Enumeration Book.


After having completed the entry of all the Enumeration Schedules according to the above directions, commence a fresh page, and writing across the top “List of Persons not in Houses,” proceed to copy from your “Memorandum Book” the par-ticulars contained in the list of Persons who slept in Barns, Sheds, &c. When   marking up the totals at the foot of that page, the column headed “Houses” must       be left blank, as Barns, Sheds &c., are not to be reckoned as houses. Then, having satisfied yourself of the correctness of your book, fill up the tables on pages iv and    v, and  sign the Declaration on page vi.

CONTRACTIONS TO BE USED BY THE ENUMERATOR


Road, Street, &c. – Write “Rd.” for Road; “St.” for Street; “Pl.” for Place; “Sq.” for Square; “Ter.” for Terrace.


Names. – Write the First Christian Name in full; Initials or first letters of the other Christian names of a person who has more than one may be inserted.


When the same surnames occur several times in succession, write “do.” for all such surnames except the first, which should be written out in full.


When the name or any particular is not known, “n. k.” should be entered in its place.


In the column “relation to head of family,” write “Head” for head of family; “Daur.” for daughter; “Serv.” for servant.


In the column “condition”, write “Mar.” for married; “Un.” for unmarried; “W.” for widow; “Widr.” for widower.


In the column for age, write the number of years carefully and distinctly in the proper column for “Males” or “Females” as the case may be; in the       case of Children under One Year of age, as the age is expressed in months write “Mo.” distinctly after the figure.


In the column for “rank, profession, or occupation,” the following contractions may be used: “Ag. Lab.” for agricultural labourer; “Ap.” for   apprentice; “Cl.” for clerk; “Serv.” for servant.

Enumerator Errors

Census Enumerators were provided with specific instructions concerning their required method of working.  These instructions are normally filmed at the beginning of each Enumeration District.  Despite these instructions Enumerators made accidental errors and some even seem to have been determined to "do things their own way"!

FreeCEN does not attempt to correct most of these errors; it is up to the ultimate researcher to form their own opinion about what a census image shows.  Thus, for example, even known spelling errors of person names or addresses should be typed AS IS.

Spelling errors in 'relationship' or 'occupation' may be corrected only if there is no doubt about the intended meaning.

Birthplace spellings may be corrected if there is no doubt, but the Birth County code must always be typed as written by the Enumerator - even if known to be wrong!

Occasional lapses by the Enumerator may result in "age" being written in what appears to be the wrong "gender" column.  The Gender may be corrected without using a query flag or Note where there is no doubt (e.g. "Elizabeth, wife" must be female!)

Beware of ambiguous namings and instances where the 'relationship' does not confirm the gender of the person.  In such instances you may decide which is the more probable gender and enter accordingly with a comment in the notes field "As enumerated".  Thus "Robert, boarder, female age 23" may be an error for "Roberta", or may in fact refer to a male.

Missing Pages from the film sequence:  FreeCEN has no provision to record the fact that pages are missing: continue the transcript from the next available page even if the "missing" pages may be found later in the filming.

Missing Schedule Numbers (e.g. lost before Enumeration):  All Schedule Numbers must be accounted for in FreeCEN, one "record" for each missing number.  This proves that the error is the Enumerator's and not made by FreeCEN.

Any Schedules which occur out of the correct numeric sequence, must be transcribed in the order in which they appear on the census pages.

Deleted and Additional Information:

When working from monochrome images it is sometimes difficult to determine whether a deletion or additional information was made by the Enumerator, by his supervisor, or by some statistical tally clerk.  FreeCEN aims to transcribe only the Enumerator's record; however, "useful" information (e.g. "child of first marriage") can be entered in the Transcriber's Notes field.

"Excess Information" (as for the 1841 census where some Enumerators recorded relationships within a household) should be entered in the Notes field.

Appendix B - Information contained in Census Returns

(If data is not recorded, FreeCEN leaves the field empty, or with a hyphen)

	
	1841
	1851
	1861
	1871
	1881
	1891

	
	6/7 Jun
	30/31 Mar
	7/9 Apr
	2/3 Apr
	3/4 Apr
	5/6 Apr

	Registration Sub District
	named in introduction pages

	Civil Parish 
	yes

	Ecclesiastical Parish
	yes

	Enumeration District No
	defined in introduction pages

	Folio Numbering (1)
	stamped on alternate pages

	Page Numbering
	preprinted in top corner of page

	Schedule Number
	no
	yes

	Address
	'place'
	may detail house number and street name

	Empty Premises
	yes

	Number of Rooms
	no
	yes (5)

	Forenames & Surname
	yes

	Relationship to 'head'
	no
	yes

	Married status
	no
	yes

	Age and gender
	(2)
	yes

	Occupation
	yes
	yes (6)

	Birth County
	(3)
	yes

	Birth Place
	no
	yes

	Disability
	no
	yes (4)

	Welsh spoken
	no
	yes (7)


Notes:

(1) SCT does not use Folio Numbers, but may use book or volume numbers

(2) 1841: ages below 15 should be exact; above 15 to be rounded down to 5yrs.

(3) 1841: categories only for "this county", “out of county”,  Ireland", England" or "Foreign".

(4) Specific details differ in different years.

(5) 1891: "if less than five rooms".  (Not recorded by FreeCEN).

(6) 1891: Extra columns for "Employer", "Employee" or "Neither "

(7) 1891: Option only for Welsh Census: "Yes", "No"," Both English & Welsh"
Appendix C - Abbreviations
Relationship 

The following Appendices are linked from the relevant section of Field Descriptions: 

	Relationship
	Use:
	Relationship
	Use:
	Relationship
	Use:

	apprentice
	appren
	assistant
	asstnt
	aunt
	aunt

	boarder
	boardr
	brother
	brothr
	brother-in-law
	brolaw

	cousin
	cousin
	daughter
	dau
	dau-in-law
	daulaw

	father
	father
	father-in-law
	fa-law
	granddaughter
	grndau

	granddaughter-in-law
	grndlw
	grandfather
	granpa
	grandmother
	granma

	grandson
	grnson
	grandson-in-law
	grnslw
	great aunt
	gtaunt

	great grandson
	ggrson
	great granddaughter
	ggrdau
	great uncle
	gtuncl

	governess
	gvrnss
	half-brother
	hlfbro
	half-sister
	hlfsis

	head
	head
	housekeeper
	hskr
	husband
	husbnd

	inmate
	inmate
	lodger
	lodger
	mistress
	mstres

	mother
	mother
	mother-in-law
	ma-law
	nephew
	nephew

	niece
	niece
	patient
	ptient
	prisoner
	prisnr

	pupil/scholar
	pupil
	relative
	reltiv
	servant
	servnt

	sister
	sister
	nurse child
	nrs-ch
	sister-in-law
	sislaw

	schoolmistress
	schmst
	son
	son
	son-in-law
	sonlaw

	step-brother
	stpbro
	step-daughter
	stpdau
	stepfather
	stpdad

	stepmother
	stpmum
	stepsister
	stpsis
	stepson
	stpson

	stranger
	strngr
	traveller
	trvelr
	uncle
	uncle

	visitor
	visitr
	wife
	wife
	wife's dau
	wifdau

	Wife’s daughter-in-law
	wifdau
	Wife’s son-in-law
	sonlaw
	wife's mother
	wif-ma


Policy
While the intention is that transcription should be AS IS, there will be occasions when space prevents transcription of the full Census entry.

It is important that the average reader will be able to interpret any abbreviation we may use. 

Use accepted forms where-ever possible as in Lieut= Lieutenant, Capt= Captain, JP= Justice of the Peace, GP= Medical or General Practitioner, RN= Royal Navy etc 

It is often safe to remove vowels: schlr= scholar, mstr= master, mkr=maker, jrnymn= journeyman, blksmth= blacksmith, fshrmn= fisherman etc 

Some occupations will stand severe abbreviation: "Farmer, 150 acres, employing 4 men, 2 women and 1 boy" is still understandable if shortened to "Farmer 150ac emp 4m 2w 1b" (only 25 characters!). 

Always 'voice' what you have written, to ensure that it sounds something like the original entry.  If there is doubt about a particular abbreviation, use the "Notes" field to write the item in more detail. 

Appendix D - 1841 Common Occupations

"Instructions to Enumerators" for the 1841 Census required the use of standard abbreviations for Occupations. Many of the same abbreviations were also used for later censuses.

FreeCEN policy is to expand these whenever there is no doubt about the intended meaning.
	Abbreviation:
	Occupation:

	A.  or Ap.
	Apprentice - can be abbreviated as "appren"

	Ag.  Lab.  or A.L.
	Agricultural Labourer - can be abbreviated as "Ag Lab"

	Army H.P.
	Army, Half-Pay

	Army Pen
	Army Pensioner

	B.  Smith or B.S.
	Black Smith

	Cl.
	Clerk

	do
	FYI - "ditto", indicates occupation is the same as the one above

	Dressmaker
	FYI - Occupation frequently given by prostitutes in larger cities

	F.S.
	Female Servant

	H.L.W.
	Hand Loom Weaver.

	H.L.C.W., H.L.L.W., or H.L.W.W.
	Hand Loom Weaver - Cotton, Linen, or Woolen respectively.

	Ind.
	Independent

	J.
	Journeyman - can be abbreviated as "jrnymn"

	Lab
	Labourer

	M.  or m.
	"M." is supposed to be Manufacturer and "m." is supposed to be Maker.  Enumerator's often used them interchangeably and it is sometimes an abbreviation for Miner (e.g.  Coal M.)

	M.S.
	Male Servant

	P.  Pauper
	Parish Pauper

	Pirn Winder
	FYI - Common occupation for women in weaving trade

	Rail.  Lab.
	Railway Labourer

	Sh.
	Shopman

	Sp.  Deal
	Spirit Dealer


Appendix E - Chapman Codes

	County
	Use:
	County
	Use:
	County
	Use:

	Aberdeenshire
	ABD
	Alderney
	ALD
	Anglesey
	AGY

	Angus
	ANS
	Antrim
	ANT
	Argyllshire
	ARL

	Armagh
	ARM
	Ayrshire
	AYR
	Banffshire
	BAN

	Bedfordshire
	BDF
	Berkshire
	BRK
	Berwickshire
	BEW

	Brecknockshire
	BRE
	Buckinghamshire
	BKM
	Bute
	BUT

	Caernarvonshire
	CAE
	Caithness-shire
	CAI
	Cambridgeshire
	CAM

	Cardiganshire
	CGN
	Carlow
	CAR
	Carmarthenshire
	CMN

	Cavan
	CAV
	Channel Isles
	CHI
	Cheshire
	CHS

	Clackmannanshire
	CLK
	Clare
	CLA
	Cork
	COR

	Cornwall
	CON
	County Durham
	DUR
	Cumberland
	CUL

	Denbighshire
	DEN
	Derbyshire
	DBY
	Devon
	DEV

	Donegal
	DON
	Dorset
	DOR
	Down
	DOW

	Dublin
	DUB
	Dumfriesshire
	DFS
	Dunbartonshire
	DNB

	Durham
	DUR
	East Lothian
	ELN
	East Riding YKS
	ERY

	England
	ENG
	Essex
	ESS
	Fermanagh
	FER

	Fifeshire
	FIF
	Flintshire 
	FLN
	Forfarshire (Angus)
	ANS

	Galway 
	GAL
	Glamorganshire
	GLA
	Gloucestershire
	GLS

	Guernsey
	GSY
	Hampshire
	HAM
	Hants
	HAM

	Herefordshire
	HEF
	Hertfordshire
	HRT
	Huntingdonshire
	HUN

	Inverness-shire
	INV
	Ireland
	IRL
	Isle of Man
	IOM

	Isle of Wight
	IOW
	Jersey
	JSY
	Kent
	KEN

	Kerry
	KER
	Kildare
	KID
	Kilkenny
	KIK

	Kincardineshire
	KCD
	Kinross-shire
	KRS
	Kircudbrightshire
	KKD

	Lanarkshire
	LKS
	Lancashire
	LAN
	Leicestershire
	LEI

	Leitrim
	LET
	Leix (Queens)
	LEX
	Limerick
	LIM

	Lincolnshire
	LIN
	London (City)
	LND
	Londonderry
	LDY

	Longford
	LOG
	Louth
	LOU
	Mayo
	MAY

	Meath
	MEA
	Merionethshire
	MER
	Middlesex
	MDX

	Midlothian
	MLN
	Monaghan 
	MOG
	Monmouthshire
	MON

	Montgomeryshire
	MGY
	Moray
	MOR
	Nairnshire
	NAI

	Norfolk
	NFK
	North Riding YKS
	NRY
	Northamptonshire
	NTH

	Northants
	NTH
	Northumberland
	NBL
	Nottinghamshire
	NTT

	Offaly (Kings)
	OFF
	Orkney Isles
	OKI
	Oxfordshire
	OXF

	Peeblesshire
	PEE
	Pembrokeshire
	PEM
	Perthshire
	PER

	Radnorshire
	RAD
	Renfrewshire
	RFW
	Roscommon
	ROS

	Ross & Cromarty
	ROC
	Roxburghshire
	ROX
	Rutland
	RUT

	Salop
	SAL
	Sark
	SRK
	Scotland
	SCT

	Selkirkshire
	SEL
	Shetland Isles
	SHI
	Shropshire
	SAL

	Sligo
	SLI
	Somerset
	SOM
	Staffordshire
	STS

	Stirlingshire
	STI
	Suffolk
	SFK
	Surrey
	SRY

	Sussex
	SSX
	Sutherland
	SUT
	Tipperary
	TIP

	Tyrone
	TYR
	Wales
	WLS
	Warwickshire
	WAR

	Waterford
	WAT
	West Lothian
	WLN
	West Riding YKS
	WRY

	Westmeath
	WEM
	Westmorland
	WES
	Wexford
	WEX

	Wicklow
	WIC
	Wigtownshire
	WIG
	Wiltshire
	WIL

	Worcestershire
	WOR
	Yorkshire
	YKS
	
	

	
	
	
	
	
	

	Overseas: Brit. Subject or in Brit. Colony
	OVB
	Overseas: Foreign
	OVF
	Unknown
	UNK

	Born in this county (1841)
	Enter appropriate Chapman Code
	
	Not born in this county (1841)
	OUC


Appendix F – Spreadsheet Tips

Please note that these notes have been prepared to provide some background and tips for those who are not familiar with spreadsheet software, to assist you with transcribing from fiche accurately and efficiently.  It does NOT give advice about FreeCEN transcription rules, which are fully covered in the FAQs.
There are a number of popular spreadsheet programs on the market, and you are likely to have Microsoft Excel, Lotus 123, or Microsoft Works (which contains a cut down version of MS Excel), but there are also others around, which work just as well for our purposes.  The key thing to remember is that they all work in similar ways, but at a simple level the functions that they perform are identical.  

Spreadsheets are actually very powerful tools used by scientists, accountants and mathematicians (to name but a few), but it is only at the higher levels of the different programs that there will be any major differences.  The idea of this help sheet is to familiarise you with what any spreadsheet program can do – you may find that your particular program has a slightly different command or key combination, but at least if you expect it to do something you can go look in the Help file and find out what the right command is.  

What is a Spreadsheet?

Most of you are familiar with word processing software, which can be likened to a blank piece of paper in a typewriter.  A spreadsheet is similar, in that it provides a blank grid, arranged into columns and rows.  Each square in the grid is a cell, which has a unique reference. 
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Here is the top corner of a blank spreadsheet grid.  You can see that the columns are identified by letters, and that the rows are identified by numbers.  Therefore the highlighted cell is called C2.

Unlike a word processor document, spreadsheet grids are huge – just hold down your cursor and watch the letters and numbers change as you move across the row, or down a column.  Then press the Home key to get back to cell A1.

Entering data in a spreadsheet

Because you are working in a new sort of program, the first thing to understand is how to move round the grid.  For speed of entry, you will find that you will use your mouse less on a spreadsheet, and your keyboard more.  Look for these blocks of keys on your keyboard:

	Insert
	Home
	Page Up
	The Home key will take you to the beginning of a row

	Delete
	End
	Page Down
	


	
	(
	
	These are the cursor keys:

Up, Down, Left and Right

	(
	(
	(
	


The Tab key (to the left of Q on your keyboard) will also move you to the next cell on the right.

To enter data, use the cursor keys to move to the required cell so that it is highlighted, and then type.  Note that the data is not entered in the cell until you press either Enter or Tab.  Note:  In Excel, pressing Enter will move you down automatically, in Works, you have to use the cursor key to move down.

If you have made a mistake  Excel:  move back to the cell, and type the entry again; when you press Enter, the data in the cell will change.  You can also double click on the cell and edit the contents, rather than completely retyping, but it’s often quicker just to retype.  Works:  <F2> allows the cell to be edited.  

Note that text always sits on the left side of the cell, and that numbers always sit on the right.  If you mix numbers and text, this will all sit on the left.  If we were doing a pretty layout for a presentation, we could change this, but for our purposes it shouldn’t be changed, as all entries are formatted to the left when prepared for the database.

Because spreadsheets perform calculations, some characters need special treatment so that they are entered in the cell as text.  The characters +, -, * and / are the equivalent of plus, minus, multiply and divide.  If you need to enter any of these characters on their own – and we often need hyphens in transcripts - you type another character in front.  In Excel this is an apostrophe ( ‘ ), alternatively, you can simply press Enter immediately after entering the hyphen, and it will be entered in the cell as text.  However, if you are using Works, you must put inverted commas ( “ ) followed by the text before pressing Enter.  

If you make a mistake, and enter a hyphen followed by pressing a cursor key, you will begin a formula – DON’T PANIC!  Simply press the Esc key to get out of the problem and follow the instructions above!

If you’ve never used a spreadsheet before, try entering a simple list like a shopping list or similar to get the feel of moving round the spreadsheet before you start.

Quick Entry Tips

The following instructions are for Excel & Works – check if your program has similar functions.  Let me know, and I will include them in future versions of this help file.

Autocomplete (sorry, not available in Works!)  – a function whereby Excel remembers previous entries in a column, and automatically fills them in when you start to type.  Very useful in Column L, ‘Relationship’, so you only have to type the h and head will be completed for you, similar with wife, dau, son etc.  Watch out for automatic entries that are incorrect, though, for example where similar names are followed by an initial, such as John D, John A – if an incorrect name starts to fill in automatically, press the Delete key (shown in the grid above) to stop the automatic entry and carry on typing.

If this function really becomes annoying, go to the Tools menu, select Options, Edit and uncheck Enable Autocomplete for Cell Values.  (Similarly, to switch it on, click on the box to select this function).

Autofill – Used to complete identical entries down a column, this is particularly useful for repetitive entries in the county and PoB columns.  I have found that I tend to enter this data a page at a time, simply because this feature makes it so easy.  

In Excel, enter the first incidence of a place, and press Enter.  Using the mouse, move your cursor over the cell until a black x appears in the bottom right corner.  Hold the left mouse button down on the black x and drag down for the required number of entries, then let go – instant list of identical names.  

A similar function exists in Works:  type the data in the first cell, then hold down shift and either drag down with the mouse, or use the cursor down key to highlight the text, then press Alt + E, then W to fill down.

If you use this facility, do check that you have made the right number of entries, because it’s easy to put in too many, but it’s quick!

Freezing the Headings in place 

(Excel and Works, but your program should do it too!)
I’ve already said that the spreadsheet is huge, and as you make more entries, the headings disappear off the top of the screen.  This is a pain, because you can quickly get lost.  To avoid this problem, in Excel select the entire row with the headings by clicking on the row number in the grey bar at the side and then go to the Window menu, and click on Freeze Panes.  Now as you enter data down the screen, the cells will slide up and under the headings, which will stay at the top of the screen.  The Works command is to use Format, Freeze Titles, but you must select row 4 to freeze rows 1-3.

Why is it important to use the set structure?

The whole purpose of our project is to create a searchable database, not a great big spreadsheet grid!  The reason we can use a spreadsheet for entering data is because it is separated into very distinct cells that are the equivalent of the fields in the main database.  If you have used INCENS, you know how important it is to enter the right data in the right sections, and by using the right cells in the spreadsheet you are creating the same structure.

I’ve finished my piece, what do I do now???

Obviously, you have checked your work for silly mistakes, and then you will need to send the file to your coordinator.  PLEASE remember that your coordinator may not have the same spreadsheet software as you, so DO NOT send a program specific file unless you are asked to do so, save your finished piece as .csv onto floppy disk, and despatch as instructed.  It’s always advisable to keep a copy for yourself, not only for reference purposes, but also in case snail mail lets us down.  

End of Transcribers User Guide
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