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Introduction

As part of your research in the College of Education, you may need to transcribe audio files (interviews, speeches, etc.).  One thing that can make this process easier is transcription software.  This software doesn’t actually do the transcribing for you (wouldn’t that be nice!), but it does offer convenient commands to stop, start, and fast forward or rewind your audio, as well as the ability to slow down playback to make transcribing easier. 

Express Scribe is free transcription software that will work on both PC and Macintosh platforms.  It can be downloaded from http://www.nch.com.au/scribe/.  Simply click the link to download the software, click Run, and navigate through the install wizard.  (The web site will automatically recognize what platform you are on and download the software for the correct type of computer.)  Once installed, Express Scribe can be accessed from your Start Menu (PC) or your Dock (Mac) along with your other programs.  Express Scribe is available on the PCs and Macintoshes in Miller 424.  (A slightly more advanced transcribing program, InqScribe, is also available on the lab Macintoshes, but that is not covered in this document.)

This document walks through the basics of Express Scribe, including how to transfer files from your recorder to your computer and how to use foot pedals while transcribing.  If you have any questions about transcribing, please contact the College of Ed tech support or e-mail amandao@u.washington.edu.


Audio Files

When you start Express Scribe for the first time, you will see a window with some buttons across the bottom of the screen (Figure 1).  (If you have never opened Express Scribe before, you will see a “Welcome” message, which will start playing automatically, but since Express Scribe has been accessed on most of the lab computers, you will likely not see this if you’re working in the lab.)

[image: image2.png]= Express Scribe

Fie Control View Typing Bookmark Settings Help

= =1

Load Dispatch

Recordng ~ | Sender

=

Dore Dock Settings

Time. Du | Pioity | Notes

L]
72002007 ke
I
> u )] « » Mo fomes
e1press Srbe © NCH Swit Scund





Figure 1

In order to use Express Scribe, you must first load some one or more audio files that you wish to transcribe into Express Scribe.  To do so, plug in your digital audio recorder, open a Windows Explorer window so you can see your digital audio files, and then drag the desired audio file or files onto the Express Scribe window.  When you do this, the name of your file will display in the upper half of the Express Scribe window (Figure 2).
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Figure 2

Express Scribe supports many different audio formats, including MP3 and WAV file types.  To see the complete list of supported audio file types, select File\Settings… and click on the Files tab (Figure 3).  In this same window, you can also set Express Scribe to be the default program for specific file types, such that if you double-click on those files they will automatically open in Express Scribe instead of Windows Media Player or iTunes.
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Figure 3


Commands

File playback in Express Scribe is controlled by the buttons located at the bottom of the screen (Figure 4).
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Figure 4

The buttons (in order) are Play, Stop, Go to the start of the recording, Rewind, Fast Forward, and Go to the end of the recording.  These buttons can also be controlled via the keyboard; the keyboard shortcut will display if you hover over the button with the mouse.  Some of the common keyboard commands are:

Play – F9

Pause – F4

Rewind – F7

Fast Forward – F8

To play and pause, you simply need to press the key once.  To rewind or fast forward, you should hold the key down until you have rewound or fast forwarded to the desired place in your audio recording.  Please note that these commands and others are detailed under the Control menu.  You can also navigate to a specific place in the file by moving the slider bar above the buttons to the appropriate place.  The time elapsed will display to the right of the slider bar, so that you know how long your file has been playing.

If you would rather stop and start using the mouse, you can also just click on the buttons themselves (Figure 4).

If you wish to listen to the audio recording more slowly or even to speed it up, you can adjust the Speed setting (underneath the Volume control) at the bottom right of the screen (Figure 5).  By default the speed is set to 100%; you can adjust it to whatever you like, but be aware that each time you re-open Express Scribe the speed will automatically set back to 100%.
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Figure 5

Note: Express Scribe allows you to change existing key settings, as well as create your own additional key settings (e.g., if you want to create a keyboard shortcut for slowing down playback).  To take advantage of this functionality, select Settings\Settings, click on the Control tab, and then either click on an existing key setting and click Remove or Change or click the Add button to add a new keyboard command (Figure 6).  One very useful command you can add is “Step back 5s”, which will jump back 5 seconds so that you don’t miss anything when you stop and start your playback.  To set everything back to its original settings, you can click on the Restore Defaults button on the Control tab.
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Figure 6


Foot Pedals

To set up Express Scribe to work with foot pedals, you need to plug the foot pedal device in to your computer, then run a short wizard to specify your pedal settings.

After you have plugged in the foot pedal device, select Settings\Settings… (Express Scribe\Preferences… on a Macintosh), and click on the Control tab (Figure 7).  Set the Port: dropdown list to VEC Pedals USB and the No. dropdown list to the appropriate number of pedals, then click on the Foot Pedal Control Setup Wizard button (Figure 7).
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Figure 7
Note: If you have problems running the wizard, you may need to select a different port.

When prompted, tap the pedal you would like to use for Rewind, then the pedal you would like to use for Fast-Forward, then the pedal you would like to use for Play.  When the wizard is complete, click OK on the Express Scribe Settings dialog box (Figure 7).  Now you can use your foot pedals to control your audio playback.

The default setting for the Play pedal is to toggle between play/stop, and for the Rewind and Fast-Forward pedals to work only when they are held down.  If you wish to change your Play pedal so that audio only plays when it is held down, you can uncheck the Quick tap on play pedal locks play on check box in the Settings dialog.

If at any time you wish to reassign the pedals to different functions, you can return to the Settings dialog and re-run the wizard, tapping different pedals when prompted.  This will reset your pedals.


Transcribing

In addition to playback options, Express Scribe also offers a space for you to type your transcription (Figure 8 – see the red arrow).  It will display automatically at the bottom of your screen upon install – to turn it on and off, you can select View\Show Typing Pad (Typing\Show Typing Pad on a Macintosh).  (If this menu option is checked, it means the typing pad is currently being displayed; if it’s unchecked, it means that it is not.)  To increase or decrease the size of the typing pad, you can click on the divider bar and drag it up or down.
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Figure 8
In addition to transcribing using Express Scribe’s typing pad, you can also transcribe in a different editor of your choosing.  Express Scribe does not have to have focus to use its features: as long as Express Scribe is running, the keyboard commands and foot pedals will still work to control the audio playback, so you can type your transcription in Microsoft Word or Notepad or any other application.


Bookmarks

If there are parts of your audio file that you wish to mark so that you can jump there instantaneously (e.g., you might want to mark where you left off transcribing, or mark important parts of an interview), you can create a bookmark.  To set a bookmark, first navigate to the appropriate place in the audio file, either by moving the slider or by rewinding/fast forwarding through the file.  Then select Bookmark\Set Bookmark (Figure 9).  This will set a bookmark at that particular location in your audio file.
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Figure 9
Note: Bookmarks can be added either when the audio file is playing or when it is stopped.  For greater precision, you should add bookmarks when the file is not playing.
You can navigate through your bookmarks using the menu options in the Bookmark menu.  To browse your existing bookmarks, select the file and then select Bookmark\Open Bookmark List (Figure 10).  This will show you a list of bookmarks for the selected audio file.
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Figure 10
By default setting a bookmark does not prompt for a description of what the bookmark is – to have Express Scribe ask for a description when you set a bookmark, select Bookmark\Open Bookmark List, then check the Prompt for description when setting bookmarks checkbox.


Saving

Express Scribe does not work very well at saving transcription – it saves files as a proprietary Dictation (.DCT) format – thus if you typed your transcription in Express Scribe, you probably don’t want to save it there.  What makes most sense is to copy and paste the text that you typed in Express Scribe from the Express Scribe window into an actual word processing program.  That way you can also modify formatting, etc., based on your preferences.

If you typed your transcription in a program other than Express Scribe, simply follow the standard steps to save in that program (usually File\Save or File\Save As…).


Questions?

If you still have questions on Express Scribe, you can consult the Express Scribe help topics, located in the Help menu, or look online.  For more specific questions, please contact amandao@u.washington.edu. 

Happy transcribing!
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