
connect hard drive to transcriber's computer

create folder on the hard drive 
 [transcription inittranscriber ddmmyy ]

open File Explorer

search for each new transcription, using the wall sheets

copy all new ELAN files (eaf and psfx) 
into new folder on hard drive

[transcription inittranscriber ddmmyy] 

cross off files on wall sheets

cross of files on TM master list

repeat for each transcriber

zip and send to CM

receives new ELAN files 

save into 
Q>Shared-Resources>Files for Transfer

in dated sub folder

amend information for recordings
i.e add date to transcription column

create task in wrike
'collect and complete new elan files'

add all researchers involved

5 new transcriptions senegal to london

open "Corpus_Upkeep New_Workflow_files.xlsx"
(Q>Shared_Resources>Files_for_Corpus)


