
Welcome, Citizen Archivist! 

 

Step 1:​ Begin by logging in to the National Archives Catalog: ​https://catalog.archives.gov/login  
       Not yet registered? Create an account first: ​https://catalog.archives.gov/registration 
Step 2: ​Click on a mission or a featured record: ​https://www.archives.gov/citizen-archivist/missions 
Step 3:​ Select a record from the results list. You are ready to begin transcribing! 

Find a thumbnail image 
without a blue tag  

[Blue tags indicate that a 
contribution has already 
been made to that page] 

 

You may need to use the 
[1] scroll bar to scroll 
through the thumbnails. 
Click [2] ​Load All​ to find 
more records to transcribe 

 

Once you have selected 
your page and clicked on 
the thumbnail, click on 
the blue ​View/Add 
Contributions​ button to 
begin 

 

https://catalog.archives.gov/login
https://catalog.archives.gov/registration
https://www.archives.gov/citizen-archivist/missions


Click on the ​Transcribe 
tab. Zoom into the page to 
be able to read it properly. 
Begin typing what you see 
in the text box. Click ​Save 
often! 

 

 
 
Still need some help? Visit our Resources page - ​https://www.archives.gov/citizen-archivist/resources​ for 
step by step instructions and how-to videos. 
 
 

You can tag photographs too! 

If you find a photograph, 
you can add tags to 
describe it.  
Click on the ​View/Add 
Contributions​ button, and 
select the ​Tag​ tab. 
Add keywords to describe 
the subjects or actions you 
see in the picture,  
Remember: 

● Hit ​save​ after each 
keyword.  

● Don’t repeat what 
is in the title 

● Tags should be 
individual 
keywords (not 
phrases or 
sentences) 

 

 
 
 
 

https://www.archives.gov/citizen-archivist/resources


 

Transcription Tips 
 
 

 

As you transcribe in the Catalog, be 
sure you save your work frequently. 
Click the [Save] button to save your 
progress and all your hard work. 
Only one person can work on a page 
at one time. 

 

All documents are unique and may 
contain various aspects such as 
stamps, tables, or charts. Type what 
you see and follow the order and 
layout as best you can. Type words 
exactly as they are written in the 
document. This includes 
capitalization, abbreviations, names, 
dates, and even misspelled words. 
Don’t worry about matching the 
format and spacing (the words are 
the most important part!) 

 

You may include [crossed out] next 
to crossed out text to indicate its 
format, as it may provide 
information useful to the document.  

 

 ​Compare similar letters in the 
document to help confirm that you 
are reading the text correctly. Letters 
will often appear similar or standard 
throughout a handwritten document 
by the same scribe.  If you can’t 
make out a word, use [illegible]. If 
you’d like to make a notation about 
something you see in the record, do 
so in brackets. For example: [stamp 
in blue ink]. Do your best and use 
your best judgement.  



 

We ask you to type what you see, but 
you do not have to mimic the exact 
formatting.  In this case you do not 
need indent each paragraph 

 

If you want to indicate that a detail is 
in a different format, you can share 
this information in brackets.  In this 
case you can add [handwritten] to 
your transcription. 

 

If a work is hyphenated at the end of 
a line, you can remove the hyphen. 
This helps the search engine identify 
the correct word.  In this example 
per-son would be transcribed as 
person.  

 

Columns and charts can be difficult 
to transcribe.  We focus on the text 
rather than the format.  We suggest 
using the symbol | to delineate 
columns. 
 
Region | From regular funds | 
1 | 69.213| 
2 | 5,495 | 
3 | 3,720 | 
 

 


