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Introduction to QA 
The following document will cover the essentials of the QA Role at TranscribeMe, including team policies and 
expectations, instructions for navigating the Sessions tab, as well as tips and tricks to help you along your QA 
journey. Note that within the umbrella of the QA role, there are four main teams of QAs: 2-step, 1-step 
(QuickStep), ASR, and Stampers. Be sure to carefully read all instructions and documents pertaining to 
your respective QA team(s) before beginning work. 
 

What is a QA? 
The term QA stands for Quality Assurer. 2-step, 1-step (QuickStep), and ASR QA files are TranscribeMe's 
Polished product offering, which comes with a 99% accuracy guarantee. As such, QAs are responsible for 
ensuring that the client receives a clean, consistent document which adheres to this 99% accuracy guarantee.  
 
2Step QAs are expected to strictly adhere to the Advanced Style guidelines, correcting and rejecting 
transcribers' work as appropriate and combining multiple individual jobs to form one cohesive document. 
 
1Step QAs (such as QuickStep) are expected to follow, at minimum, the Basic Style guidelines laid out in the 
first half of the Style Guide. Stylistic expectations are therefore less strict, but the same quality and accuracy 
standards apply as for 2-step work. Of course, you are welcome to apply the Advanced guidelines if you wish! 
 
ASR QAs edit files that have been transcribed by a virtual transcriber (ASR, or Automatic Speech Recognition), 
fully QAing them to comply with our Clean Verbatim style. 
 
Stampers DO NOT edit or alter the transcribers' text, barring specific circumstances outlined in the FD Stamper 
Guide. They are still responsible for beginning the session with a capital letter, ending the session with terminal 
punctuation, and merging any misaligned chunks within the file. Unlike other QA teams, the Stampers are not 
responsible for the document's text. Only the timestamps and speaker IDs must be 99% accurate for Stamper 
files. 

 
Updated 21-Apr-2020 Confidential Property of TranscribeMe! Sessions Handbook 4 of 39 

https://www.yammer.com/transcriberwatercooler/#/uploaded_files/97387744?threadId=1148403961
https://tm-library.helpscoutdocs.com/article/460-team-guides-fd-stamper-guide
https://tm-library.helpscoutdocs.com/article/460-team-guides-fd-stamper-guide


 

QA Transcription Quality 
Outlined below are the main responsibilities of a QA. Failure to meet these expectations may result in the loss 
of your QA status. Remember that, for Stamper files, you do NOT edit the text. 
 
Accuracy: You are expected to capture all speech relevant to the audio without paraphrasing, editing, or 
otherwise changing what the speakers say. Every effort should be made to make out even difficult audio. The 
text must be 99% accurate to the audio. This includes removing [inaudible], [crosstalk], or Guess tags where 
the speech can be made out. 
 
Consistency: Each file must be consistent within itself in regards to punctuation, numbers, symbols, spelling 
of names and terms, etc. Please refer to your respective portion of the Style Guide for further details. 
 
Timestamps and Speaker IDs must be accurate and timestamped within two seconds of the speaker's 
first utterance. Each speaker is assigned the same ID throughout the file, based on the order in which they 
appear in the audio. Timestamps must be in chronological order by the second. Every paragraph must 
have a timestamp - except in the case of the [silence] tag - even in a single-speaker monologue. 
 
Research: Every name, company, and term mentioned in the audio should be researched to determine the 
correct spelling and formatting. If there is more than one accepted spelling, choose one and be consistent. 
 
Professionalism: You are expected to have a strong grasp of correct sentence structure, punctuation, and 
spelling. Be sure to thoroughly proofread for typos or formatting errors before submission. 
 
QA Guidelines located on the right of the WorkHub screen must be strictly followed for each file. This is 
especially important to note if you are on more than one QA team, but all teams may have special instructions 
appear here from time to time. The text must be broken up into logical paragraphs and stamped 
appropriately, even in single-speaker monologues. The transcript must begin with a capital letter and end 
with sentence-ending punctuation, even if the first or last sentence is a fragment. 
 

QA Policies and Expectations 
Activity: We ask that QAs strive to complete a minimum of 2 audio hours per month to remain on the team, 
which can include any work done on the Sessions tab: 2-step, 1-step, or Stamper. If you plan to be away and will 
not be active, please notify the team of your absence via the Inactivity Notification Form. For long absences, your 
QA status may need to be deactivated until you are ready to return to work. 
 
Communication: It is CRITICAL that, while you are working, you keep tabs open for Yammer and your work 
email in case we need to contact you regarding a file you are working on. Yammer is mandatory for all QAs. 
You should also strive to frequently check Yammer and your work email for other hub-related updates. 
 
Turnaround Time - Extension Guidelines: The WorkHub will calculate an appropriate turnaround time for 
each file based on its length, represented as the Due date you see on the session. Please strive to complete 
every file within this calculated due time in order to meet the clients' deadlines. As such, you are expected to 
adhere to our Extension Guidelines to the extent possible. 
 
Lost Sessions: You must follow our Lost Sessions Policy if you lose a file or find one that may be lost. Failure to 
adhere to this policy may result in you losing partial or full pay for the file in question. 
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Session Drop Rate 
Once you hit Commit, we expect that you will follow that file through to completion. After committing to the 
session, if you then fail to complete the file, either by canceling or by allowing your extension to expire, it is 
considered a dropped session. The percentage of sessions dropped - whether you worked on it or not - of those 
you commit to is referred to as your drop rate. QAs are expected to maintain a drop rate of 25% or lower each 
month. QAs must also maintain a drop rate of 10% or less overall. This means that no more than 1 out of 
every 10 sessions you commit to, all figured, can be dropped. 
 
We understand that everyone occasionally drops a session. Sometimes something comes up unexpectedly in 
life, or you start on a file and then find that it is too difficult for you and you'd prefer to let it go. Just please keep 
in mind our policies before committing to a file to avoid unnecessary drops. Every hour that you hold onto a file 
that you won't complete is one hour less that the next QA has to work on it before it is due to the client. 
 
What does NOT count as a dropped session: 

● A lost file that you later submitted 
● Any session you did not commit to 

 

Payments 
TranscribeMe does not pay for partially completed files. You must complete and submit the full file to 
receive payment. 
 
All submitted work is subject to review prior to being approved and payment being made. The standard 
expected quality level is 99% minimum. Work must be submitted in accordance with provided instructions, 
style guides, and format. We reserve the right to reject work, with or without pay, at our discretion, for work that 
does not meet the 99% quality threshold. Work may also be reviewed by the admin team after the submission is 
complete. Work that does not meet the 99% quality threshold in this admin review may result in lost pay, 
additional probation files, or removal from the team. 
 

Accidental/Early Submissions 
If you accidentally submit a session, create a Help Desk ticket immediately so we can return the file to you. If you 
did not write down the Session ID (which you should always do first thing), you can retrieve the ID from your Work 
History page. Send a ticket via the purple beacon at the bottom right of your WorkHub screen and select (QA) 
Accidentally Submitted a Session as the reason. 
 
Note: If your session was marked for review, the Help Desk may decline to return the session to you, advising 
that the Reviewer will find and correct any remaining errors. If your session was marked for delivery directly to 
the client, then that client may already have a copy of your incomplete transcript in hand. Please take every 
precaution to minimize accidental early submissions. Repeated errors may jeopardize your status as a QA. 
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Tips and Reminders 
● Capitalize the first letter of the session and end with appropriate punctuation. 
● Timestamp the first speech, even if it's filler words that are not included in the transcript. 
● Timestamp every new paragraph, even if it's the same speaker. 
● NEVER paste into the WorkHub from an external program such as Word or Grammarly. 
● When dealing with a large number of speakers, you can use Alt+0 to create a stamp and have the 

speaker box pop up immediately, allowing you to type in the number. 
● Check for updates on Yammer. 
● Early submission: If you accidentally submit a session incomplete, please create a Help Desk ticket 

immediately and include the Session ID, found on your Work History page, so it can be sent back to you. 
● Silent file: If you come across a file that is all or mostly silent, please send a Help Desk ticket with the 

Session ID. 
● Foreign files: If your full file is any language besides English, please create a Help Desk ticket and 

include the Session ID. We sometimes receive bilingual files, which will usually be indicated by the style 
guide for that session. Never transcribe the non-English parts. 

 

Support 
Yammer is mandatory for all QAs. Your Yammer name MUST match your WorkHub name. The QuickStep 
Team, QA Corner, and Stampers groups on Yammer are treasure troves of important Resources posted on the 
right-hand side of the group. Please make sure to always post QA-related questions in these groups and NOT 
All Network, as this may confuse transcribers. Failure to join Yammer and your respective QA group could 
result in a suspension of your team status. 

 
Help Desk: If you have any issues with a file or have a question, please create a Help Desk ticket. 

 
Invite a Friend: Whenever you invite someone to join TranscribeMe, fill out this form with their WorkHub 
email and/or full name before they are activated as a transcriber. If they become a successful QuickStep or 
2Step QA, then you will both be eligible for a $5 bonus after their first 5 audio hours completed following 
probation! 
 
Thank you for your interest in becoming a member of our QA team! There are ample opportunities to have a 
rewarding career with our fast-growing company, with positions from Transcriber all the way up to Project 
Manager. Best of all, you can enjoy this challenge from the comfort of your own home. 

 
We look forward to seeing you online! 

 
TranscribeMe! Operations Team 
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The Sessions Screen 
This section will cover what you'll see while working on a session. Carefully read this information to understand 
the sessions screen, or QA work interface. 
 

 

Session Details 
When you open a session you will see, beneath a large Commit or Reject banner, the Session Details. Carefully 
note the following information for EACH session before working on it. 
 
Session Rate: This is the rate you will be paid for completing the file, per audio hour. The amount paid will 
therefore depend on the length of the audio, not how much time you spent working on it. For example, if the 
rate shown is $25, then a 1-hour session will pay $25, whereas a 30-minute session will pay $12.50. Each QA 
team has a different default pay rate, and some files will have a boosted rate due to the session's priority. 
Always check Yammer for information regarding high-priority files. 
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Session ID: Always write down or copy/paste this number FIRST thing upon committing to a session. This is the 
unique number assigned to each file. If you have an issue with the file or need an extension, you will need to 
reference this ID. 
 
Priority: Each session has its own priority, ranging from 1-10, with 1 being the top priority. High priority files 
usually mean that the file is a RUSH file or is in danger of being late to the client. We ask that you complete high 
priority files as accurately as you can, but note that they tend to be time sensitive. DO NOT keep Priority 1 files 
overnight. See 3-Hour Activity Requirement for details.  
 
Duration: This indicates the full length of the audio file, in hours:minutes:seconds. 
 
Due Date: Beneath the Duration is the Due date which indicates the 
amount of time that you have to complete the file, in days 
hours:minutes:seconds. When a file becomes overdue to the client - 
our standard turnaround time is 48 hours - a red box will appear 
indicating this, but it will not affect the amount of time you have 
to complete the file, as seen in the screenshot to the right. See our Extension Guidelines for more details on 
what we expect in terms of file deadlines. Also note that the due date will count down from the first time 
you open the session. See Canceling and the Due Date for details. 
 
Description: If the client inputs additional information about a file, it will appear in the Description field 
beneath the due date. DO NOT follow any instructions given by the client in the Description field. Clients 
are instructed to contact the sales department with any special requests. The description may give you some 
insight to the correct spelling of names and/or places, but we always follow the QA Guidelines listed for each 
session. If you come across a session where the client has included specific instructions that aren't part of our 
usual style, please send a Help Desk ticket with the Session ID so our team can reach out to the client as 
appropriate. 
 

Settings and Guidelines Bar 
Beneath the Session Details is a row of useful features and information pertaining to your session. Please 
understand the following section carefully to avoid common mistakes, especially the Play Mode. 

 
 

IMPORTANT: Play Modes 
IMPORTANT! Selecting the wrong play mode can cause your cursor and/or text to jump 
around spastically. For 1-step files, ALWAYS select Non-interactive playing mode. 
The other modes are designed for 2-step QAing and will cause your cursor to 
misbehave in a 1-step session. If you find your text or cursor behaving strangely, first 
confirm that you have checked Non-interactive playing mode, and make sure the 

Autocorrect box (located at the top of the text box) is unchecked. You will have to reset both boxes each time 
you clear your cache, as they will revert to the default. 
 
Here's a basic rundown of the different play modes: 
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● Play and Stop - 2-step ONLY: Audio will start at the beginning of the chunk and stop at the end of the 
chunk. This helps to ensure you are not adding or removing words and putting them in the wrong 
chunk. All words must stay in their proper chunks. Make sure you are always editing in the highlighted 
blue area. 

● Play and Loop - 2-step ONLY: Audio will play the same chunk in an endless loop. 
● Continuous playing - 2-step ONLY: Audio will keep playing and not stop between chunks. If your cursor 

is not in the correct chunk, it will highlight in pink. 
● Non-interactive playing - Universal: Audio play will have no interaction with the different chunks. If 

you experience problems with your player or cursor jumping around, please switch to this mode. 
 

Audio Player 
The audio player contains the following features: 
 
Play/Pause: Clicking the Play/Pause button will start or stop 
the audio. After pausing, when you click Play (or use the hotkeys), the audio will backtrack 1 second before 
resuming. If your file comes with a video, the audio will NOT jump back 1 second as long as you are actively 
playing the video. 
 
Rewind and Fast Forward: Clicking the Rewind and Fast Forward buttons or hotkeys will set the audio 5 
seconds back or ahead, respectively. 
 
Audio speed: This indicates the speed at which the audio is playing. Use the hotkeys to slow down and speed 
up the audio. When you slow it down, the speed will display as 0.9x down to 0.5x (90% to 50% of audio's original 
speed, respectively). Increasing the speed will show 1.1x up to 1.5x (110% to 150% of original speed). 
 
Volume: You can control the volume by clicking the volume bar or icons on the Audio Player. For poor-quality 
audio, turning down the hub's volume and turning up your headset's volume can help clear up hard-to-hear 
speech. 
 
Foot Pedal indicator: We highly recommend using a foot pedal, especially for 1-step QAing. Once your foot 
pedal is properly installed and ready to use, the foot pedal icon in the left of the Audio Box will turn green. If the 
hub does not recognize your pedal or one is not installed, the icon will be gray. 
 
Video: Clients usually upload audios as mp3 files. However, if a file was uploaded as an mp4 video, you will see 

an orange Play icon in the right of the Audio Player box. Click it to open the video. If you click the video 
icon and, after several seconds, all you see is a black screen, or if you click it and nothing happens, there 
is likely no accompanying video, or it has not loaded properly. You can always submit a HelpDesk ticket to 

be sure. Remember, as mentioned above, while actively playing the video, the audio will not backtrack 1 
second when you pause/play. 
 
Note: Slides, captions, and other video content can be useful in gaining context to understand the speakers. 
However, we are creating a transcript of the words spoken, not a record of the video itself. Always follow the 
Style Guide rather than formatting your text to match what appears on the screen. 
 

QA Guidelines 
This is where you will see a specific Style Guide for each session you work on. ALWAYS check the QA Guidelines 
before working on a file. See QA Style Guidelines for further details on QA style and formatting expectations. 
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Hotkeys and Snippets 
The hub has built-in hotkeys for quick and easy audio control. We strongly recommend keeping the default 
hotkeys unchanged; however, should you wish to customize them, you may do so by clicking Hotkeys beneath 
the QA Guidelines and following the directions. DO NOT use Ctrl + Space as a hotkey, as this combination 
creates a special type of timestamp that can be very hard to delete. 
 
The hub also has built-in snippets, a.k.a. text expanders, that we highly recommend using to decrease finger 
and wrist fatigue and increase your productivity. Check out our Snippet How-To Guide for details on setting up 
and using snippets. 
 

Saving a Session 
We do not expect our QAs to complete every file in one sitting. We strongly encourage taking frequent breaks, 
actually. The following section outlines how to save your session when you are ready for a break so that you 
have ample time to complete it without losing your work. Be sure to understand our Extension Guidelines, 
however, as this determines how long you can save a session. 
 

Autosave 
In the top left of the transcription text box, you will see a checkbox 
that says, "Enable autosave (saves every 5 minutes)." Always confirm that this box is checked. The system will 
automatically save your file every 5 minutes so that, if something should happen and you need to retrieve a 
previous edition of your work, you can do so using the Show History feature. This also ensures that your file, by 
being periodically saved, will remain assigned to you and continuously apply a 1-hour extension as long as you 
are active in the session. We do recommend clicking Save frequently just to be on the safe side. 
 

The Self-Extension Dropdown 
When you first commit to a session, a "Keep Session for _____" 
dropdown menu will appear in the bottom left of the session screen. 
The default save time is 1 hour. 
 
Once you have completed at least 5 minutes of 
transcription/editing and timestamps, click on the dropdown menu, 
select your desired extension time for the file, and save the session. 
Click Save and a pop-up box will display the time remaining until your 
extension expires. See our Extension Guidelines for details. 
 

Save and Save & Exit 
The Save button will save your session and show you the 
amount of time remaining on your extension. If no 
extension is applied, your work will be saved for a minimum 
of 1 hour. We recommend saving frequently, especially before going into Preview mode and again before 
submitting to ensure all your changes stick. 
 
Save & Exit will save your session and take you out of the Sessions screen. This option DOES NOT always show 
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an accurate amount of time remaining on your extension, so before saving and exiting, first click the Save 
button. To return to your session, click on the Sessions tab and it will reopen your saved session. Note that, 
upon reopening the session, the audio player will revert to 00:00. If you do not timestamp the file as you go, be 
sure to make note of where you were in the audio so you may return to it quickly upon continuing the session. 
 
If you are away from the session longer than your given extension time, when you return to your session you 
will see a message saying you have been unassigned from the file. If this happens and you have transcribed and 
timestamped the first 5 minutes of the file, please follow the Lost Sessions Policy to retrieve your session. 
 

Internet Connectivity 
If your internet connection is unstable at all, you may see a large orange pop-up while you are working stating 
that the system could not save your file. You can safely click to close this pop-up and continue working, BUT be 
aware that the system did not save your work nor apply the usual 1-hour extension to your session. If you 
receive these pop-ups repeatedly, you may need to check your internet connection or move to a better area to 
save your work and apply your extension. 
 

Session Activity 
Our system monitors whether or not you are actively working on a file. If you go 
5 minutes without being active in the sessions screen, a giant orange pop-up 
will display that reads, You have been not active for 5 minutes. Please confirm you are working on the 
session. If you see the pop-up and don't want to leave the session screen, click I'm Here. 
 
If you do not confirm your activity before the countdown times out, your session will be saved for you, but you 
will be booted from the session screen just as if you had clicked Save & Exit. Any extension that you have on the 
file will still apply, and if you have not extended the file it will remain in your queue for 1 hour from the time you 
were booted. The message in the orange box will tell you, in hub time, when the file will expire from your queue. 
To return to your session, simply click the Sessions tab again and continue working. 
 

Preview Mode 
The main session screen, with its blue background, is where you will directly transcribe, edit, and timestamp 
your text. There is also a Preview option which allows you to view the file more as the client will see it, which is 
not editable. We strongly recommend thoroughly proofreading in this mode before submitting your file. 
 

Spell-Checking from Preview Mode 
When you've completed your QA work, click Save, then click the Preview button at the bottom of the screen. It 
will open a new window with the document as the client sees it. From this window: 

1. Click the Copy to Clipboard button to copy your transcript. It may help to manually copy only 30-40 
minutes of the transcript at a time for best results in your proofreading application. 

2. Open your word processing application (e.g., Word and/or Grammarly - if you click on the green G for 
Grammarly, you can select New Document at the bottom to open the Grammarly Editor) and paste in your 
text. In Grammarly's editor, refreshing the page can help the application process longer blocks of text. 

3. Run a spell-check in your chosen application(s), with the appropriate settings (i.e., UK or US English). 
4. Back in your browser, click the Back to Session button to return to the QA 

screen. DO NOT click the back button on your browser, as you may lose 
your most recent changes to the file. 
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5. Manually make your corrections, as highlighted by Word/Grammarly, directly into your session. You can 
do this by doing a Ctrl + F search in the sessions screen for each error (Cmd + F for Mac), then edit 
accordingly. 

 
NEVER paste from Word or Grammarly into the WorkHub. Be sure to thoroughly spell-check every file before 
submitting it. 
 
Note: Use your judgment when evaluating the results of a grammar check. We leave grammar as spoken. See 
the Style Guide for more details and examples. 
 

Undoing Blunders 
Mistakes happen. Maybe you accidentally changed two different speakers to the same ID, maybe you deleted an 
entire block of text, or maybe you randomly lost a large amount of timestamps. Whatever the case may be, if 
you catch the mistake immediately, do the following: 
 

Undo 
First, hit Ctrl + Z (Cmd + Z for Mac). This is the universal shortcut for Undo and usually helps. Ctrl + Y (Cmd + Y) is 
the universal shortcut for Redo in case you go too far. 
 

New Tab 
If undo doesn't work and you move quickly enough, open your session in a new tab. This new tab should 
show you the last automatic save. If your session pops up as it was before your blunder, close the original tab 
and save from the new one. 
 

Show History 
If these methods don't work, you can use the Show History link located at the 
top right of the session screen to restore a previous version of your work. The 
History feature records your session as it was at each save, either via the 
Autosave every 5 minutes or from clicking the Save button. This is one reason 
why selecting the Autosave option is particularly important. Click the Show 
History button, then click the most recent changes one by one, if necessary, to see which version of your session 
you will need to restore, then click Restore Changes. Voila! 
 

Revert Entire Session 
For 2-step files, if you haven't gone far in your work and/or 
you accidentally deleted a large block of text, it might be 
best to simply regenerate the original text. You can do this by selecting Re-generate transcriber text at the top 
of the screen. This feature will revert the session to the way it was when it first hit the Sessions queue. For 
1-step files, this means the session will return to the blank orange box. 
 
For 2-step files, all the transcribers' text will be restored and all timestamps erased. This feature will not 
regenerate selected chunks; it will regenerate the entire file. 
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Selecting a Session 
When you're ready to work, click on the large TranscribeMe logo at the top left of your WorkHub screen, then 
click Load List of Session for QA to see the available files in the queue. If there are no General sessions 
available, a red message will read, "There are no available sessions fitting your request for the moment. Please 
try another set of preferences." From here, you can periodically click Apply Filter or try the different domains - 
we refer to them as folders - to see if any files are available under Legal, Healthcare, Finance, and Technical. 
 
Sessions in the Lower Expectations folder have been rejected multiple times for Poor Audio Quality. The 
Healthcare folder contains sessions only accessible to those on the Medical team, whereas the Legal, Finance, 
and Technical folders are available to all QAs, although they rarely hold files. 
 
If there are sessions available within any of the above-mentioned folders, loading the List of Sessions will allow 
you to choose from the list, up to 10 sessions at a time. You may sample the audio by clicking the Play button 
under the Preview column. If you know you DO NOT want to work on a file based on your preview of the file - its 
length, pay rate, accent, etc. - you may Reject it from this screen. It will then disappear from your queue, but 
you will need to click Apply Filter to refill your list with files. If you decide you might be interested in working on 
a session, click Open to view the full session. 
 

 
 

To Commit or Not to Commit... 
Before you begin working on a file, it is CRUCIAL that you listen to selections from the beginning, middle, and 
end of the audio before committing to working on it. You will have 15 minutes to review the audio (and, for 
2-step work, the already-transcribed text) to determine whether you are interested in completing the session. If 
you are satisfied with the file, press Commit to claim it, and begin your work. 
 

 
 
If you do not want to complete the session, please click Reject and choose the primary reason you are not 
interested in this session (see Rejecting a Session for further details). Your choice here will help us to better 
understand problem sessions so that we can meet our deadlines to the client. Note that rejected sessions will 
not appear in your queue again (unless manually assigned by an admin). 
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Factors to Consider 
Understand that you do not have to commit to every file that comes into your queue. Remember that TM 
guarantees its clients 99% accuracy, and part of being a successful QA is knowing when you can and can't 
deliver that level of quality. As you gain more experience, your confidence will increase and you can work on 
more difficult files, but when you're new, we understand that there are some files that you will not be 
comfortable with for a variety of potential reasons. Before clicking Commit, take into consideration the: 

● Length of the file 
● Number of speakers 
● Audio quality 
● Speakers' accents and/or speech patterns 
● Topic of discussion 

 

Entirely Silent or Foreign Files 
If you discover - after checking the beginning, end, and several selections from the middle of the audio - a 
session that is mostly/entirely silent or foreign, note the session ID, cancel out of the session, and send a 
ticket to the Help Desk with the ID, selecting the (TR/QA) Reporting silent/foreign file option from the 
beacon dropdown. You will not be paid for completing these types of files. 
 
If parts of the file are in English, please transcribe them, using the [foreign] tag where necessary. See the Style 
Guide for examples. 
 

Rejecting a Session 
If you come across a file that, for whatever reason, you absolutely do not want to work on, click Reject to 
remove the file from your queue so you do not see it again. If you have rejected all the files available, the No 
Available Sessions message will display when you click on the Sessions tab. 
 
When you click Reject, the rejection reason box will display, where you can specify why you do not wish to work 
on the file. Remember that admins see the reason for rejection and act accordingly to make sure no file gets 
shunned for too long. Please be honest and select the most appropriate reason for rejecting the file. If none of 
the detailed reasons are appropriate, please select Other. 
 
Number of Speakers: If there are 4+ speakers and you don't feel you can accurately distinguish between them, 
reject for this reason. 
 
Subject Matter: You're not comfortable with the topic being discussed. 
 
Audio Length: The file length is longer than the time you have available to work on it. Please do not fear longer 
files. You will always be allowed ample time to complete a file based on its length. Check the due date to see 
how much time is allowed for the session. 
 
Low-Quality Audio: You feel the audio quality is too poor for you to complete the file. Note that if enough QAs 
reject a file for this reason, it automatically gets put into the LE folder. DO NOT select this reason unless the 
audio is truly bad, for example, a loud, intolerable background sound played throughout the file that no audio 
enhancer can get rid of, a terrible phone connection where every other word cuts out, an incomprehensibly thick 
accent, etc. 
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Due Too Soon: You can choose this reason if you don't feel you can complete the file within your given 
extension time/due date, or if you feel uneasy seeing the red "PAST DUE to the client" box. 
 
Terrible Transcription: Only applies to 2Step QAs. For 2Step QAs, this reason offers a way to send select 
chunks from the file back to the transcription queue to be transcribed again. Please see Rejecting Sessions for 
Poor Transcription for details on using this. If you come across a 1-step file that is partially worked on, do not select 
this reason, no matter how bad it looks. You can always delete what is there and start over if you wish. 
 
Other: If your reason, or lack thereof, does not match one of the other options, please choose Other. 
 

Canceling 
Unlike the Reject button, which banishes a session from returning to your queue, clicking Cancel will temporarily 
remove a session from your queue and redirect you to the Sessions Homescreen, where you may again browse 
your List of Sessions. This is the best option if you are done working for the time being, as another session will 
not immediately pop up in your queue. Cancel is also an appropriate option if a session pops up that you may 
consider working on if it's available later. 
 

Canceling and the Due Date 
As mentioned in the Due Date section of Session Details, your due date counts down from when you first open 
the session. So if you open a file at night before going to bed, cancel it, then see it again 8 hours later, your due 
date will have counted down a full 8 hours. Also note that upon subsequent viewings of a session, the amount 
of time you have to commit or reject will be 6 minutes, not 15. 
 

Extensions on a Previously Canceled File 
We do realize that there may be times a file pops up in your queue that you are unable to work on at that time, 
then later when you are willing to work on it, you will have an inadequate amount of time to do so based on a 
limited self-extension option (because it started counting down when you first saw the session). In these cases, the 
Help Desk will happily grant you adequate extensions depending upon the file length and when you actively 
began working on the session. Please see Help Desk Extensions for details. 
 

Releasing (i.e., Dropping) a Session 
Note that when you click Cancel, a pop-up will appear saying, "Please be aware that if you cancel the current 
session, any work you have done will be lost and you will not receive payment for it." This DOES NOT mean that 
the work you have done will be completely erased; the next QA will be able to pick up where you left off. For this 
reason, it's a good idea to click Save before canceling. However, your work is lost to you because TranscribeMe 
does not compensate for partially completed work. 
 
If you are sure you want to cancel out of the session, click the blue OK button. If you change your mind or 
realize that you accidentally hit the Cancel button instead of Save, hit Cancel to close the pop-up and continue 
working on the session. 
 
If you have timestamped the file to at least 5 minutes, please follow the Lost Sessions Policy by posting the 
Session ID in the Lost QA/QS Sessions group, stating that you have released the session and it is free to work 
on. 
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Extension Guidelines 
The due date displayed in the file's Session Details box indicates the amount of time you have to complete 
the file, i.e., it's your maximum allowed extension. Once you have gone over this mark, you will still be able to 
work on the file as long as you remain active on the screen - a 1-hour default extension will apply with each save 
should you need a short break - but you will not be allowed extensions after that point. 
 
Remember that this time frame is based on when you first opened the session. This means that if you opened a 
file to view it but rejected, canceled out of, or dropped it, your due date will NOT reset if you later decide to 
work on that file. For this reason, we discourage "session surfing" for files if you are not ready to sit down and 
work. 
 
This due date is directly proportional to the length of the file, as follows: 

● For files under 30 minutes in length: 20x the duration of the audio 
● For files 30-90 minutes in length: 30x the duration of the audio 
● For files over 90 minutes in length: 40x the duration of the audio 

 

Note: These limits do not apply to our brand-new probationary QAs. Most probationary QAs have no problem 
completing sessions within these times, but we want you to focus on quality, not speed. 
 
Priority 1 files may have different due dates and extension availability, as we typically have only 24 hours total 
to complete these files and return them to the client. See RUSH File Extensions. 
 

The 5-Minute Rule 
Never pick up a session until you are ready to begin working, as we are on a tight schedule with our clients. 
Extensions are meant to allow you a break AFTER you have already started working on a file, not to set one 
aside for later. You must transcribe/edit AND timestamp at least 5 minutes of audio before self-extending 
and saving your session. As long as you are active within the session screen, the file will automatically extend 
for 1 hour at each save, so you may still take short breaks while completing your first 5 minutes of stamping, 
and the file will remain in your queue for up to 1 hour if you become inactive on the screen. 
 
If our admin team notices that you have self-extended a file and there is not at least 5 minutes of text and 
stamps, the file may be sent back to the queue to be picked up by another QA who is ready to work on the file. 
Any session that is not timestamped up to 5 minutes is free to be worked on by any QA and will not be 
reassigned to a QA who claims it as lost if anyone else has picked it up. See the Lost Sessions Policy for further 
details and see No Timestamps Files for staking your claim on No Timestamp sessions. 
 

Self-Extensions and Due Date 
The self-extension feature is dependent upon the due date you see counting down at the top of the session 
screen. As such, the shorter the file is, the shorter the maximum self-extension option will be. For example, files 
over 30 minutes in length will have a maximum self-extension option of 10 hours, whereas a 20-minute session 
will have a maximum of 4 hours, and a 1-minute file will have no self-extension option at all, as you should be 
able to complete the file in one sitting. Remember, as long as you are active on the session screen, it will remain 
in your queue, and should you need a break, the default save time will always be no less than 1 hour. So, again, 
DO NOT self-extend a file until you have completed at least 5 minutes of transcription and timestamping 
and intend to finish the file. 
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Self-Extension Countdown 
Depending on the file's length, you may be able to extend for the maximum amount of time you originally saw 
in the dropdown menu (e.g., 10 hours) for several hours as you use up your applied extensions. However, as a 
file nears your due date, the amount of time available for self-extension will gradually decrease until, eventually, 
no self-extension option is possible, even though you may still have time remaining before your due date. The 
1-hour default extension will still apply each time you save, but you won't be able to self-extend more than that 
after a certain point, as long breaks are no longer advisable this close to the due time. 
 

Help Desk Extensions 
If you need a longer break than your self-extension allows and you have transcribed and timestamped at 
least 5 audio minutes of the session, create a Help Desk ticket and request an extension, making sure to 
include your session ID. The Help Desk will calculate the amount of time you have left to complete the file and 
grant extensions accordingly. Once the Shift Lead has extended the file, it will stay in your queue for the length 
of the provided extension. Click Save frequently to keep track of your remaining extension time. 
 
Help Desk extensions override the self-extensions, and if you are still within the time frame the HD extension 
was granted, then your file is safe. Once the extension time has expired, the file will drop from your account 
and be released to the QA queue. Make sure to keep track of the time remaining on your extension. The 
self-extension box may not appear on your session while the Help Desk extension is in place. 
 

Going Beyond the Due Date 
Once you have gone past your due date, i.e. the amount of time you had to complete the file in relation to the 
file's length, you may continue working on the file, but you will not be granted any more extensions (barring 
extraordinary circumstances). After that point, the file will remain in your queue as long as you are actively 
working on it, and the default 1-hour extension will apply with each save until you complete the file. 
 
If you lose a file, i.e., your extension expires after having gone over your allotted due date, the Shift Lead will 
assess whether or not to return the file to you based on how much of the file you had completed. Depending on 
the file's priority, it may be assigned to someone else to complete. Always be sure to set aside enough time to 
complete any file you commit to, know your limitations, and act accordingly. 
 

RUSH File Extensions 
RUSH files are Priority 1 files wherein a clients pay extra for a 24-hour turnaround time. If you commit to 
working on one of these files, please be sure you set aside enough time to complete it as quickly as possible. 
You MAY NOT keep these files overnight, as we need to get them to the client ASAP. Note that RUSH policies 
only apply to RUSH files under 70 minutes in length. 
 

3-Hour Activity Requirement 
Our admin team monitors all RUSH files to ensure they are being actively worked on. If we find that you are 
inactive on a RUSH file (i.e., not working on it) for over 3 hours, the file will be removed from your queue and 
assigned to someone else. 
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Lost Sessions Policy 
If a QA has transcribed/edited and timestamped at least 5 minutes of a session and it slips out of their 
queue unintentionally - i.e., they did not willingly release it - it is referred to as a Lost Session. Remember, if a 
session has NOT been transcribed and timestamped to at least 5 minutes - even if fully transcribed or edited 
- it is free to be worked on. 
 

If You Find A Lost Session 
If you come across a file that has already been stamped up to 5 minutes, please follow the below procedure, 
even if you don't plan to work on the file. This helps the TM admins quickly reassign the file to its original 
owner, or it can be posted as available to be worked on by any QA. 
 

1. Search the ID in the Lost Sessions group to see if anyone has posted the file as lost. You can use the 
Yammer search feature to search the ID, but browsing the top posts may also be helpful. 

2. Create a Help Desk ticket and let them know you have found a file that could be lost. 
3. Post the ID in the Lost Sessions group and ask if someone has lost the file. 
4. Do not commit to the file until you hear word back from the Help Desk. If the original QA does not 

claim the file from HD within 1 hour, the Shift Lead can assign you the session to work on at that time. 
 

If You Lose A Session 
If you lose a file that you intended to finish and you had at least 5 minutes transcribed and timestamped, 
please follow the below procedures immediately: 
 

1. Send a Help Desk ticket, including your lost file's Session ID (the number you should have written down 
first thing upon committing to the file). We can't find your file if we don't have the ID. 

2. Search the Lost Sessions group to see if anyone has found the file. 
3. Post the Session ID in the Lost Sessions group letting all QAs know not to work on this file. 

 

No Timestamp Files 
In order to stake your claim on No Timestamp files, we highly recommend timestamping the file once at the 
very beginning then again at the 5-minute mark. An error message will appear warning you not to stamp, but 
you will still be able to insert the stamps, which will give the next person who comes across the file a heads-up 
that the file is lost, should it slip from your queue. The final output delivered to the client will not include any 
timestamps even if they are inserted. 
 

Released/Canceled Sessions 
Sometimes a file is not lost, but a QA started the file and decided, for whatever reason, that they would not be 
able to complete it and canceled out. This puts the file back into the queue for others to pick up. If you decide 
to release a file that you have started, please post it as released in the Lost Sessions group to avoid 
unnecessary delays for the next QA to pick up the file. Remember that TranscribeMe does not pay for 
incomplete files. 
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QA Style Guidelines 
VERY IMPORTANT! Always check and expand the QA Guidelines to the right of your screen for each file. This is 
where you will see if the file is Clean Verbatim (CV) or Full Verbatim (FV), Basic or Advanced. The file may also 
have special instructions about speaker names or a different style that you might need to follow. Clicking on QA 
Guidelines will open the Guidelines box. You can then click on the different lines within the guidelines to 
expand each section, which is especially important if the file does not follow the standard default guide. 
 
The guidelines may also specify which English spelling to use, US or British. US English is our default unless 
otherwise noted. You must pass the appropriate Accent Exam to receive files other than US English. Regardless 
of listed accent, we always use US, not British, punctuation. 
 

Basic Formatting 
The following section will briefly outline standard formatting procedures for QA sessions. Note that these differ 
from transcription work completed on the Jobs/Transcription page. 
 

Start With a Capital Letter 
Sessions should always start with a capital letter, even if the recording begins mid-sentence. If the speaker starts 
mid-word, then you can leave out that partial word, but if you can hear almost the whole word and are certain 
what it should be, include it. 
 
The exception to the always-start-with-a-capital rule would be if you begin your session with a tag such as 
[music], [inaudible], [crosstalk], etc. Tags are always lowercase, no matter their position in a sentence (except 
the Guess Tag, which adopts the formatting of whatever your guess is). Format the first word following the tag as 
normal: cap if it is a proper noun or the beginning of a new sentence; use lowercase if it is mid-sentence. 
 

 

 

End With Closing Punctuation 
End each session as though it were the end of the sentence, even if it is mid-sentence. This usually means 
ending with a period or question mark, NOT ellipses or dashes. If the speaker ends mid-word and you are 
reasonably sure what that word should be, then please include it. Otherwise, you can leave out the partial word 
at the end and close with punctuation as though it were the end of their sentence. If the session ends with a 
long period of silence, please use the [silence] tag, with no punctuation after the tag. 
 

Change of Speaker 
Each change of speaker needs a new line and timestamp. To create a new line, 
hit Enter/Return once. Some QAs prefer double spacing, which creates an extra 
white space between text. Either way is fine, but be consistent. As you can see in 
Preview mode, each new line automatically creates a new paragraph, whether 
you choose single or double spacing. 
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Paragraph Breaks 
An integral part of the QA's job is to break up long single-speaker monologues into paragraphs. As with a 
change of speaker, this means hitting Enter once to create the new line and timestamping that new line, even 
though the speaker ID will be the same as the previous paragraph. For No Timestamp files, you must still 
create a new line for paragraph breaks where appropriate. If a speaker drones on for more than 2 minutes, try 
to break it up at or around midway through the monologue (or thirds, etc., depending on length of monologue) at a 
clear topic change. 
 
It helps to proofread the document in Preview mode to find the most logical place to break up overly long 
paragraphs. Note that the different paragraphs may not be even in length. Usually anywhere between 1-2 
minutes is a good paragraph size. See the Paragraphing section of the Style Guide for more tips. 
 
There may be special cases where a clear topic change occurs before the 1-minute mark. For example, in some 
files, the interviewer's portion is cut out of the audio and we hear only the interviewee's responses. In that case, 
each response should be a separate paragraph and should be timestamped. 
 

Timestamping 
Inserting timestamps and speaker IDs is one of the QA's most 
important tasks, as they both identify speakers and mark the time. You 
insert timestamps by pressing the Ctrl key (for Windows AND Mac; Cmd 
will NOT work) along with the speaker number. The time on the stamp 
will match the time you press the number key, not the Ctrl key. For 
instance, If you are inserting a timestamp for the first speaker, hold 
Ctrl, then press the number 1. The second speaker will be Ctrl + 2, and 
so forth. Click on Hotkeys under QA Guidelines if you need a reminder. 
 
Note how a file will look with timestamps and speaker IDs. Some QAs prefer to add an extra line between 
paragraphs, which will create a white space between lines. Either way is fine, but be consistent. 
 

 
 

Do I insert a space after a timestamp? 
No space is needed after a timestamp, although if you prefer to put a space, be sure to be consistent. Most QAs 
prefer to have the text snug against the stamp. 
 

Paragraph Breaks 
Don't forget to stamp paragraph breaks. Every paragraph needs a timestamp (except the [silence] tag), even 
if it is the same speaker as the paragraph before. In a file in which one speaker is reading off both questions and 
answers, each question and answer will go on its respective line but with the same speaker ID (since it's the same 
voice). 
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Timestamp Order 
Timestamps must be in chronological order by second. The milliseconds, however, don't have to be in order, 
except for certain special styles. For example, this would be incorrect: 

 
 
But you don't have to obsess over making the S1 stamp here 0.3 milliseconds sooner (barring special styles): 

 
 

Timing the Stamp 
Timestamps are inserted when the speaker's first word is uttered, even if their line begins with false starts, 
stutters, or filler words that will be omitted from the transcript. In other words, the stamp reflects when 
someone starts speaking, but the text reflects Clean Verbatim style guidelines. An easy way to remember it is 
that if it's something that you would transcribe in Full Verbatim, that's when you stamp. 
 

Feedback Words 
In Clean Verbatim, feedback words are ignored entirely, both in the text and when stamping (unless you're 
stamping a First Draft file and the TR included the feedback; in this case, you have to stamp it). If you remove a word 
as feedback, it doesn't factor into timing the stamp. You would, however, stamp at lead-in words if they were 
the first utterances for that line. Please see Feedback and Lead-In Words for further explanation. 
 

Tip: Pause to Stamp 
It may be helpful to pause the audio to place timestamps to ensure accuracy. As soon as the speaker starts to 
make a vocal speech noise - not a laugh, sneeze, inhale, etc. - press Ctrl + / to pause. If you miss by a little bit - 
remember you get up to 2 seconds' leeway, so it doesn't have to be exact - press Ctrl + / again to play, and the 
audio will skip back a second or two when it resumes. Once you get it paused at the right point, you can insert 
the timestamp/speaker ID. 
 
This feature is especially useful when speakers interject at virtually the same time. Pause the audio, stamp each 
speaker on their own line, then press Play to resume. The times on the stamps will be identical, but each 
speaker will be assigned their respective ID. 

 

Speech Tags 
For the tags that represent human speech, the time of the stamp needs to match the first verbal utterance of its 
respective speaker, regardless of whether anyone else is still talking. In the below example with [crosstalk], 
stamp S2 at the utterance of Yeah. Do not wait for S1 to stop speaking to time S2's stamp. 
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Non-Speech Tags 
The [laughter], [music], and [applause] tags do not represent speech, so they DO NOT affect when you 
timestamp, since the time on the stamps represent when human speech begins, not laughter, music, 
applause, or any other sound. Don't stamp the [silence] tag at all. 
 

[laughter] 
This tag never appears on its own line and does not affect the time of the stamp. Even if a speaker bursts out 
laughing before they start talking, time the stamp at their speech, NOT the laughter. Assume in the below 
example that S2 burst out laughing at 5:32 but did not start talking until 5:34. The [laughter] tag is placed after 
the speech which caused the laughter, but S2's timestamp represents when they began speaking, not laughing. 

 
 

[music] and [applause] 
These tags also do not affect the time of the stamp. Assume in the below example that the audio started with 
15 seconds of music before the introduction. You still place the stamp to the left of all text, time the stamp at 
the first verbal utterance, then type the [music] tag followed by the text. Timestamps should NEVER be placed to 
the right of text within a line, as this will create a new line in the transcript; they are always the farthest-left item. 

  

[silence] 
This tag rests on its own line with NO timestamp and NO punctuation. The line following the [silence] tag 
will have a timestamp - each new paragraph gets a timestamp - even if it is the same speaker: 

 
Filler words in the midst of silence 
Remember that, for Clean Verbatim, you ignore any filler words that come in the midst of a long stretch of 
silence. Mark it with [silence] and pick up again with the next transcribable utterance. This is the only 
notable exception to the stamp-at-first-speech rule. For Full Verbatim, of course, you'd transcribe that filler! 
 

Deleting a Stamp 
You can usually delete a stamp by placing your cursor to the right of the stamp and hitting Backspace. If this 
doesn't work, simply click on the stamp and press delete when the purple box comes up. 
 
If you accidentally insert two timestamps on the same line, trying to backspace over one will delete them both, 
and you will need to restamp. Instead, click on the duplicate to delete it but keep the other. 
 

I have a weird stamp I can't delete! 
That must be annoying. Follow these steps to get rid of it. 

 
Updated 21-Apr-2020 Confidential Property of TranscribeMe! Sessions Handbook 23 of 39 

https://tm-library.helpscoutdocs.com/article/597-ctrl-space-end-stamp


 

Speaker IDs 
Speaker IDs are always assigned in the order that they speak in the file so that the number you use for the 
stamp corresponds with the speaker's position within the file. Having speaker IDs appear out of order in a 
file will count as an error in a review. 
 

Automated and Recorded Voices 
Automated voices such as answering machines, AI voices, etc. get the same treatment as humans; each voice 
gets their own ID. This also means that a person's voice will have the same ID as their answering machine if 
both appear in the file. In a bizarre case where a speaker is actually talking over a recording of their own voice, 
the speaker ID will be the same, but each distinct strain of conversation - i.e., the voice and the recording - 
would get its own line. 
 

Stamping Speech Tags 
Remember the golden rule of transcription that each speaker gets their own line. This is especially important 
to understand as a QA because you will need to timestamp each speaker's respective speaker ID to everything 
they say. This same principle applies when representing their speech with a tag such as [inaudible], [crosstalk], 
[foreign], or the Guess tag. 
 
In the below example, if S2 says something in the middle of S1's speech but you cannot make it out, then the 
[crosstalk] tag is placed on a new line (new speaker = new line) with a timestamp for S2, just as if you had 
understood their interjection. The [crosstalk] tag representing S2's speech DOES NOT go on S1's line. 
 

 
 

Checking and Comparing Voices 
Click on a timestamp to bring up the purple speaker's window. Each identified speaker will have a Play/Pause 
triangle and Forward/Back buttons in their respective rows. The Play button will play a sample of each speaker's 
voice to help you pick out the correct one. More specifically, it will play the audio from the time of the stamp up 
until the time of the next stamp. Cycle through each speaker's assigned snippets of audio by pressing the 
forward and back arrows. 
 
Hint: If your first timestamp reads 00:00.000, the voice sample won't play when you open the speaker box! 

  
Whichever timestamp you click on will display a solid orange 
block that says current next to its respective speaker. In this 
screenshot, the selected timestamp was S1 01:44.397. You 
can tell which timestamp you are actively listening to in the 
speaker box by the [time] indication, in this screenshot S2 
05:37.622. 
 
Use the forward and back buttons next to each speaker in this 

 
Updated 21-Apr-2020 Confidential Property of TranscribeMe! Sessions Handbook 24 of 39 



 

window to cycle through all of the timestamps you've marked for each given speaker, comparing the audio at 
each point to verify that you've picked the correct speaker ID. If you come across a voice that you know is out of 
place, note the speaker ID and time of the stamp, as well as which speaker it should be. Click outside of the 
speaker box to close it, go to your noted timestamp, and change the ID accordingly. 
 

Correcting a Speaker ID 
To change a speaker ID, click on the timestamp you wish to edit. When the purple box 
pops up, there are two ways you can change the ID: 
 

1. Type in the desired ID number into the white text box, hit rename, then click out 
of the speaker box to close it. You will have to do this if the ID you wish to change 
the stamp to has not already been assigned as a speaker, i.e., if you have a new 
speaker in the audio. 

2. For a quicker edit, if you have already assigned the desired ID elsewhere, click the orange person icon 
which corresponds to the speaker you want to change the ID to. For example, in this screenshot, the 
selected timestamp had an assignment of S2, but it needs to be S7. When the box opens, simply click 
the orange person next to the 7 and the ID will automatically change to S7 and close the speaker box 
simultaneously. This is much quicker than manually typing in the number, clicking rename, then closing 
out of the box. 

3. Alternatively, you could still erase the 2, type in 7, then hit rename, and the purple box will remain 
open. This is a better option if you want to compare voices before closing the speaker box. 

 

The S? ID 
You should make every effort to correctly identify each transcribable utterance in the session to its respective 
speaker. If, for some reason, you are not able to identify the speaker (such as for a short whisper or an 
inaudible comment), you can insert S?. This is done by using Ctrl + 0. Use this only as a last resort. 
 

Unison Group Response 
If you can make out the individual speakers, then please insert the text for each speaker and timestamp 
each one separately. This may mean having multiple lines of text that may even say the same thing. 

 
 
In the case of a single group response where you cannot make out the individual speakers, you can insert the 
group response once and timestamp it with the S? ID. 

 
 

Solid Block of Tags 
S? is also used in Solid Block of Tags situations as described in the Style Guide where one tag represents 
multiple speakers. In that case, you would put the appropriate tag on its own line and stamp it with S?. 
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Identifying Multiple Speakers 
Multispeaker files can be tricky, but they become easier with practice. Create a voice map in a notebook or on a 
separate program on your screen. As the different speakers are introduced or speak in a file, note the speaker 
IDs, names, places, and any identifying information you can about them, such as: 

● Gender 
● Distance from mic: This gets tricky if the speakers move around throughout the file 
● Age: You can tell approximate age by speech habits, vocal quality 
● Accents 
● Vocal quality: Loud, quiet? Deep, high? Scruffy, clear? Resonant, nasally? Sound like a certain celebrity? 
● Speech habits: Any words or phrases they use a lot? Fast, slow talker? Stutter or slur? 
● Personal information: Kids, activities, location, companies, schools, pets, hobbies, etc. 
● Personalities: Outspoken, soft-spoken, rude (interrupts others), polite, etc. 

 
For example: 

S1 Alex: Young male, deep, resonant voice. Says like and right a lot. 
S2 Casey: Middle-aged female, bright/upbeat voice. Professor at UCLA. Sons named Jason and Todd. 
S3 Todd: Casey's son. Medium-range voice, outspoken. Guffaws while talking. Backpacking fanatic. 
 

It can be difficult to make absolute identification just by voices, but keeping notes goes a long way to at least 
making an educated guess. Make sure to destroy any type of personal information you have written down 
once you have completed the file. 
 

Tips for Stamping 10+ Speakers 
The hub's hotkeys will only allow you to directly insert IDs for speakers 1-9. For files with 10+ speakers, here are 
a couple of tricks to make your life easier. 
 

Alt+0 
To insert a speaker ID higher than 9, press Alt+0. This will insert a stamp and automatically open the purple 
speaker box, where you can type any number you need into the editor. Remember that once you have an ID 
already identified, you can easily change other IDs to that ID by clicking on the orange person icon next to 
the number. For example, once you have created an S10 ID, each time you press Alt+0 to open the box, simply 
click on S10's person to assign S10 to that timestamp and simultaneously close the speaker box. 
 

Rename All 
For high-speaker-count files in which you only have a few speakers active at a time (e.g., a university lecture), you 
can use the Rename All button to speed up your stamping. Be careful not to accidentally rename two speakers 
to the same ID, as you will be unable to separate them again except on a stamp-by-stamp basis. If you catch the 
error quickly, you can undo the change by using the Show History feature. 

1. Take two of your earlier speaker numbers that are no longer in common use, and use Rename All to 
convert them to a high number. For example, you could rename S1 and S2 to S51 and S52, respectively. 
This holds those speakers while freeing up the Ctrl+1 and Ctrl+2 hotkeys. 

2. For a new speaker - let's say it's S14 - use the S1 ID. You can then use the S2 ID for your S15. 
3. When those speakers have finished, use Rename All to convert all of your S1 tags to S14 and all of your 

S2 tags to S15. 
4. When the file is complete, use Rename All one more time to put your S51 back to S1 and S52 back to S2. 
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Speaker Names - Special Styles 
Note that timestamp names are ONLY used if noted in the 
Guidelines, NOT in the Description at the top of the session. Always 
check the QA Guidelines to make sure you are inserting the speaker IDs 
required for the file. Speaker Names files will usually be indicated in the 
Guidelines, most commonly as Male/Female or Professor/Student, 
Moderator/Participant, etc. In such cases, the timestamp editing box will 
display differently than normal. You will have an extra box at the bottom 
that says edit names. 
 
Tip: Wait until just prior to submission to add the speaker names. Trying to change a speaker ID after having 
named them can cause issues. 
 
When you click on edit names, another box will open that will allow you to insert a name. Once you have input 
the names, remember to click Save. In the session, you will now see the speaker names instead of S1 or S2. 

           
 
Remember to note which speaker ID belongs to each name; to insert the IDs you will still press Ctrl + 1 or 2, 
etc. (if you assign the names as you are working on the file, rather than waiting until before submission). So Tom 
would still be Ctrl + 1, Mary Ctrl + 2, etc. If, for some reason, you do not know the name then you can use the S1, 
S2 and so forth and you can change the name when it comes up in the file. 
 
If you see the Edit Speakers box in a session that should not use speaker names according to the guidelines, or 
if it does not appear on a file that requires speaker names, please notify the Help Desk as soon as possible, and 
do not submit until you've received instructions from the Help Desk. 
 
If speaker names are required for the session but you have not taken time to set the names for your speakers, 
then you will see numbers in place of the usual S1, S2, etc. in Preview mode. This is a clue that you need to 
return to the session, review the QA Guidelines, and look for your Edit Speakers' Names link to resolve the 
problem. 
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1-Step Sessions 
When you open a new 1-step session, if there is no text already entered, you will see a blank orange box with 
white dots. Click on the orange box - you won't see the cursor at first - start typing, and the text area will turn 
blue and the cursor will appear. The text area will continue to expand as you type. 

 

 

Non-Interactive Play Mode 
Since 1-step files do not contain chunks, you should ALWAYS select Non-interactive playing for 1-step 
sessions. If using the other modes, the text and cursor tend to jump around spastically, which is never 
conducive to a happy, productive session. 
 

 
 

Troubleshooting: Jumping Text or Cursor 
If you ever do experience strange cursor behavior, first check that you are in Non-interactive mode, then 
disable the Autocorrect box. 

Fake Chunks 
You may notice that, as you type, the hub automatically divides your session into chunks of text divided by dark 
blue boundaries. Generally, you can ignore these boundaries, and they will not cause issues. However, if you 
experience any difficulties managing these fake chunks, please try the 2-step Chunk Management tips.  
 

Autosubmitted Files 
Some 1-step files may have been transferred over from the 2-step queue. This means that, instead of the 
chunks being transcribed, they were filled with AutoSubmitted text and sent straight to the 1-step queue. In 
these cases, you may see a session that looks like this, where the chunks, instead of being transcribed, are filled 
with this text: 

 
 
You can approach Autosubmitted sessions in a few different ways. Whichever approach you adopt, you do 
need to delete the Autosubmitted text. The transcript must match the audio. 
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1. Delete the Autosubmitted text, leaving a bunch of blank orange boxes. Type in one chunk as a normal 
1-step session and ignore the orange boxes; they have no effect on the final output. Remember to 
select Non-interactive playing mode for this method or your screen will go haywire. 

 
 

2. If the orange boxes annoy you, you can also type a little in each chunk - be it a word or a sentence at a 
time - then type the bulk of the session in the last chunk as normal. Remember that each chunk border 
automatically adds a space in the final output, so be sure there is NO SPACE at the beginning or end of 
any chunk. See Chunk Spacing for details. 

3. If you feel comfortable working with the chunks, you are also welcome to type along with the chunks. 
You can use the Play and Stop mode to help you stay in the right chunk. Before beginning the session, 
you can also click each chunk at a time and type the first few words of each chunk to help you keep track 
as you go.  

 
Tip: To quickly delete the autosubmitted text, hit Ctrl A (select all), Delete, then Tab (to move to the next box), and 
repeat for each chunk. 
 

2-Step Sessions 
In a 2-step QA session, the text has already been transcribed on the Jobs tab by various transcribers and is 
ready for editing when you open the session. The system therefore displays the transcript in separate chunks, 
where each chunk represents one file completed by one transcriber on the Jobs tab. Part of the 2Step QA's job is 
to carefully monitor the boundaries between these chunks to knit the separate transcripts together into one 
cohesive document. 
 

Play Mode 
The default play functionality, Play and Stop mode, is such that when you click on a chunk, the audio will 
automatically jump from wherever it was to the beginning of the clicked chunk. This makes it easier to 
navigate around the whole document. If you do not want the audio to start playing from the beginning of each 
chunk, select the Non-interactive playing mode, as discussed in IMPORTANT: Play Modes. 
 

Chunk Management 
When you click on a chunk, the entire chunk will highlight in a light blue color, like so: 

 

The chunk that you have your cursor in will be highlighted in blue, but if another chunk is showing in pink, 
this means the audio is currently playing in that pink chunk, therefore your cursor is in the wrong (blue) chunk 
and will not match the audio. Another tip - handy when proofing at the end - is when you're listening and have 
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your cursor in the chunk playing, that chunk is blue. As soon as the next chunk starts, the new chunk being 
played turns pink until you move the cursor there.  
 

Keeping Text in the Proper Chunks 
With a 2-step file, several transcribers have worked on the file. Your job as a QA is not only to ensure the 
accuracy of the chunks are correct, but to keep all words within their proper chunks. Failure to keep all the 
words in their correct chunks can result in a rejection for a transcriber or, at the very least, an inflated change 
percentage. We don't want this to happen.  

 
 
Remember that the chunk highlighted in blue is your active chunk, meaning that's where your cursor is. If 
ANOTHER chunk ever turns pink, this means that the position of your cursor does not match the audio, i.e., you 
are working in the wrong chunk. For new QAs, using the Play and Stop mode helps to differentiate between 
chunks.  
 

Chunk Spacing 
DO NOT add a space between chunks. The WorkHub does this automatically. The blue bar that you see 
between the chunks becomes a space in the final product, so please remove any spaces that appear at the 
beginning or end of chunks, as they will result in too many spaces in the final file. When in doubt, you can use 
the Preview link to see what will be delivered to the client. Doing a Ctrl F search for double spaces while in 
Preview mode will highlight any potential issues. 
 

       
 

You'll also notice that if you click away from the two chunks you're working with, when the blue outline is gone, 
there is a natural space between the adjacent words of both chunks, as seen below. 
 

 
 

Aligning Chunks 
Occasionally, you will come across a stubborn chunk that does not want to line up with the one before it. 
Remember that each new line creates a new paragraph in the final output, so you need to join these 
chunks together - no one wants a paragraph break mid-sentence. Here's a simple trick: 
 

1. Place your cursor at the end of the first chunk:  
 

2. Hit Enter, creating a space between the two chunks, then arrow 
down to place your cursor at the beginning of the next chunk: 
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3. Hit Backspace twice, bringing the second chunk in line with the first: 

 
 
If this doesn't work, click Save and Exit, then return to the session and try again. This usually will do the trick. If 
the chunks still won't align, you'll need to send a Help Desk ticket so they can fix it after you submit the file. 
 

Tip: Navigating Chunks 
If you Save and Exit your session or get kicked out due to inactivity then return to it, your audio will be back at 
00:00. To quickly get back to where you were, click Play and Stop mode, then click on the chunk you were last 
working in. This will automatically place you a couple seconds before the beginning of that chunk. Then click 
Non-interactive playing (or whatever your preferred mode is) and use the hotkeys to get to exactly where you left 
off. 
 

The Tab Key 
You can also press the Tab key to jump to the next chunk, and Shift + Tab to jump back to the previous one. 
This can be useful to spot-check chunks before committing to a session and also to quickly go through the 
session looking for squiggly red lines or anything else amiss during proofing steps. 
 

Chunk Management FAQs 
How do I tell which chunk to add these missing words to? 
If you use the Play and Stop option, it will only play that one chunk, so you can tell where the words should go. 
Note that, in Play and Stop mode, when the audio begins playing your selected chunk, it will also play a few 
seconds from the preceding chunk - you will see it highlighted pink - before leading into your active chunk. It 
will, however, stop at exactly the end of each chunk, just as the transcriber heard it. Knowing this, do not add 
words said in those lead-in seconds to your current chunk, but use where it stopped previously - when you 
finished editing the preceding chunk - to know where to start the next chunk. Pay special attention to these 
chunk borders, as any errors in this regard will be noted in your review.  
 
The Play and Loop option may also be helpful. It will include a short piece of the previous audio's chunk on the 
first play, but when it loops, it will start precisely at the beginning of the current chunk. 
 
How do I add words to the beginning of a chunk? It keeps putting them at the end of 
the one before. 
Try using the arrow key to move over to the other chunk. It'll put you after the first letter, but if you arrow it 
back, it'll put you at the beginning of the chunk. Alternatively, click somewhere in the middle of the first word of 
the second chunk, then left arrow over to the first character to add your new text. 
 
What if a word is said with part at the end of one chunk and part at the beginning of 
another? 
Generally, you can put the full word in the earlier chunk. However, you can also go by what the TRs had in their 
respective chunks. If the second TR correctly guessed the half word they heard at the beginning of the chunk 
but the first TR didn't include the half word, go ahead and keep it in the second chunk. Remember that the 
system automatically inserts a space between chunks; you don't want that space in the middle of a word! 
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What about hyphenated words like a last-minute change? 
Again, put the full hyphenated compound in one chunk or the other, and if neither transcriber added the word, 
then add it to the earlier chunk. Remember the automatic space created at chunk borders; you don't want the final 
product to have a last- minute change. 
 
Oh no! One of my chunks just disappeared entirely! 
Click into the chunk before that one and press Tab or use the right arrow key to move the cursor into the 
missing chunk. (Nothing will happen yet, don't worry.) Go ahead and type something, and your chunk should 
magically appear once again. 
 

QA Rejection Guidelines 
Our objective is to improve the quality of transcription work and maximize the accuracy of the transcript that 
goes to QA. The 2-Step QA plays an integral role in this process. If you come across a poor chunk, it is 
important to not only fix the mistakes but also flag struggling transcribers. To do this, reject poorly transcribed 
chunks. The benefit of rejecting chunks is that, collectively, we can remove poorly performing transcribers from 
the system and thus significantly reduce the time and effort it takes you and other QAs to complete a session. 
 

When to Reject 
The decision to reject largely boils down to a judgment call. A good guideline is to use common sense. You can 
usually tell when a transcriber has put forth sincere effort but may have made an honest mistake versus one 
who rushed through and did not do their job properly, thus creating more work for you. 
 
DO reject for: 

● Incorrect, capitalized, or misspelled tags ([guess?], [Laughter], [phone ringing], [cross-talk], [inudiabel], etc.) 
● If any comments are inserted into a file (e.g., [I can't hear this], [this file is inaudible]) 
● If timestamps or speaker IDs are inserted in the text (Note: any orange timestamp boxes would have been 

added by another QA, not the TR, so should not be rejected.) 
● Three or more typos/misspelled words 
● Beginning and/or ending a chunk with dashes or ellipses 
● Use of [inaudible] or [crosstalk] instead of striving to discern what was said 
● Lack of research despite clear context 
● An incomplete chunk where you must transcribe the missing portion 
● Several errors of any kind that show a general lack of care 
● Using BE spelling in a US file or US spelling in a BE file 
● Nonsense sentences that indicate lack of proofing or a poor grasp of English 
● Missing capital letters and/or punctuation throughout the chunk 
● Multiple misheard, missing, or mixed up words 

 
You MAY reject for:  

● Misheard words 
● Missing words 
● Not following the Basic Style Guide 
● Improper punctuation, spelling 

 
If you are rejecting for the above, please always take into consideration the quality of the audio. Never reject a 
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chunk for just one or two minor mistakes. On the other hand, numerous missing or misheard words in crystal 
clear audio would be a cause for concern and should be rejected. 
 
If you come across an incomplete chunk or one that is very poorly transcribed and contains multiple errors of 
any kind, please fill out the Chunk Reporting form found in your respective QA team's Yammer group. 
 
DO NOT reject for these if the rest of the transcript is good: 

● Spacing issues 
● One misspelled word 
● A few [inaudible] tags when the audio is somewhat difficult 
● A few minor punctuation issues 
● Not adhering to the Advanced Style Guide, e.g. not punctuating the tags according to the Advanced 

guide 
 

How to Reject 
To reject one individual chunk of transcription, click on the Reject Selected Block link. 
It is very important that you make sure the chunk you want to reject is highlighted 
blue (i.e., your cursor is in that chunk) when you click the link.  
 
Click Reject Selected Block, and a box will open displaying different rejection reasons. Once you select the 
primary reason for the rejection, the box will close, and a pop-up will appear informing you that the file was 
rejected and the transcriber will not be paid. If you find that you are not able to reject a chunk, this means it has 
already been rejected by another QA or Ops member. After rejecting, please correct the chunk and continue 
with your session. 
 
Missing Words: This means the transcriber left out several words. This can also be used for when a transcriber 
inserts [inaudible] for a full chunk, but you can make out words.  
 
Misheard Words: Use this if the chunk has too many misheard words or the audio is clear and the mishears, 
therefore, strange. There is no set amount here, but always take into consideration the audio quality. Around 10 
to 15 percent of the words misheard can be a good indicator of a poor transcriber. This can also apply to 
nonsense mishears where the text makes no sense in context and Guess tags were not used. 
 
Syntax and Grammar: This reason should be used for chunks with a large number of typos, misspelled words, 
or cases where the transcriber used the wrong homophone, e.g. "I herd their was work too due today." 
 
Punctuation: Remember that transcribers do not have full context, and context makes a huge difference in 
transcription. For this reason, please do not reject for minor punctuation issues, especially near the chunk 
boundaries. But leaving sentences with no punctuation or inserting improper quotes should be rejected.  
 
Style-guide Adherence: You should always reject if there are major style guide errors. However, please keep in 
mind that the transcribers are working from the Basic style guide. Any style details contained in the Advanced 
sections should be applied to the transcript as you edit, but should not be considered when deciding whether to 
reject the chunk.  
 
Do I reject before or after I correct the chunk? 
It doesn't matter. Whatever works best for you is fine. The transcriber will see both the rejection and your 
changes regardless. It's usually best to reject as you're making the edits so you don't forget. 
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Rejecting Sessions for Poor Transcription 
Sometimes you might run into a file that has a number of chunks with unusually poor transcription. As a rule, 
you always want to check a few chunks at the beginning, middle and end of a file before you start making any 
changes. This will give you an overall idea of the transcription quality of the file. If you find that a large percent - 
say, 10-20% - of the chunks have been poorly transcribed or are incomplete, you need to reject the problem 
chunks then reject the full session for Terrible Transcription. This way, we save valuable QA time and effort 
for sessions that have already received a best effort from the transcription team, rather than redoing their work.  
 
When you reject the session for Terrible Transcription, all the chunks that you rejected will return to the TR 
queue to be transcribed again. Once the chunks have been re-transcribed, the session will again be ready for the 
next available QA. The chunks you do not reject will not be affected. 
 
Note that rejecting a full file for Terrible Transcription without rejecting any of the poorly transcribed chunks 
only returns it to the QA queue with no edits. So please make sure if you are going to reject a full file that you 
first reject those poorly transcribed chunks.  
 

Also note that rejections are tracked. QAs who are rejecting sessions for Terrible Transcription that are of 
acceptable quality for QA will be contacted with a warning.  
 
 

The Review Process 
TranscribeMe offers clients a 99% accuracy guarantee, which means that all files completed by a QA need to 
be client ready. Your completed sessions will be subject to reviews to assess your quality of work. All QAs must 
reach and consistently maintain a quality ranking of 4.5. Falling below this quality will be grounds for removal. 
When reviewing your ranking, we look at: 

● Overall average (all files completed) 
● Last month average (files completed last month) 
● Current month average (files completed in current month) 

 
Falling below the quality standards for any of these can result in loss of QA status, as we need QAs that can 
consistently produce high-quality files for our clients. It is CRUCIAL that you read all of your reviews and 
carefully assess the changes made to any of your completed files, which can be seen under your Work History. 
 
Remember that Reviewers are reviewing to see that the file is client ready when you submit it. Your 
rankings are based on this, NOT on how many edits you may have made to the session. 
 

Probation 
Upon first being accepted to a QA Team, you will receive a Welcome email with details regarding your Probation 
period, during which time your files will be subject to review by experienced members of our team. It is crucial 
that you thoroughly read and understand this information before beginning. The most current 
probation requirements will be outlined in this email. If you do not receive your Welcome email within 2-3 
business days - be sure to check Spam and Promotions folders - please send in a Help Desk ticket. 
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Snippet and Full Reviews 
Some of your sessions may be reviewed in full by the review team, listening to the same audio you had while 
reading over your final transcript and correcting any errors. However, if your work appears to be client-ready, 
then the Reviewer may opt to review only a few small snippets of your work, randomly selected throughout the 
session. In this case, the snippets chosen for review will appear in the Overall Comments portion of your review 
feedback. Either type of review, full or snippet, will count towards your QA rank. 
 

Declined Sessions 
If your file goes to a Reviewer, they have the option to Decline your work. A decline means the Reviewer has 
deemed your work unsatisfactory. If this occurs, you will receive an email advising you that your work has been 
declined with reasons given by the Reviewer, after which you will have 1 hour to claim the file and start 
correcting any errors the Reviewer has noted in the file. If you do not claim the file within an hour after a 
rejection, the file will go back into the QA pool for another QA to complete, and you will not be compensated for 
that file. Please make sure that all work you submit is of high quality and review your work thoroughly before 
submitting. 
 

"Should Have Been Rejected" Sessions 
If the file is a high-priority file or is overdue by the time the Reviewer accesses it, then instead of declining your 
work, they may choose to correct the errors themselves. If the Reviewer considers your work unsatisfactory but 
corrects the errors themselves due to priority or time constraints, this will be noted on the Review Feedback 
form as Should have been rejected. In these circumstances, an admin will review the session to validate the 
Reviewer's decision. If our admins find the rejection justified, a portion of your pay for the file will be transferred 
to the Reviewer to compensate them for the extra time spent. 
 

Finding Your Ranking 
Your QA rating is simply the average of all the ratings you've been given by 
reviewers. As a new QA, most of your files will go through review. 
Occasionally, a file will get fast-tracked to meet a client deadline, so be sure 
you always submit client-ready transcripts! When the review is completed on a 
file, you will get an email with the review sheet attached, detailing your rating 
in each of eight categories as well as providing comments and feedback to 

help you improve. As your completed sessions go through review, your overall ranking for each session will also 
appear in your work history. Click the View link to access the Reviewer's feedback on your file. 
 
At the top of your work history, you can view your average ranking across all reviewed sessions, your average 
for the past 30 days, and your average for the past 90 days. Be aware that these averages include all QA teams: 
1-step, 2-step, and Stamper. Stamper files are rated on a scale from 4.5 to 5.0 rather than the usual 1.0 to 5.0, 
so these may skew your displayed rankings and hide any issues in your 1- or 2-step work. Team leads will 
exclude these files when evaluating your work for those teams, so be sure to check each session rank in your 
work history. 
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Post-Probation Reviews 
QA files may undergo review, either online by our Reviewer team or offline by an admin, for a number of 
reasons. The best thing you can do is always put out the highest-quality work you can and take any feedback as 
one more tool to help you improve your craft. If you are consistently pulling high ratings on your reviews, you 
will be back off review very soon. A QA might receive a spot-check review for any of the following reasons: 
 

● New QA: You've just cleared your probation period, and we want you to get some more feedback on 
your early work. 

● Inactivity: You've been gone for a while, and we want to make sure you remember the Style Guide well! 
● CSI File: The client complained about one of your past sessions. Whether justified or not (and we do 

check), this will usually garner you a spot check on your next session, just to be sure everything's in 
order. 

● Declined Session: If you have a file sent back by the reviewer, or if the reviewer marks the Should Have 
Been Rejected box, then you will likely continue getting reviews longer than you otherwise would have. 

● Accuracy Concerns: An admin noticed something in your work that made us think you may need some 
additional feedback. 

● Low Ranking: Your overall ranking is below or close to the 4.5 line, or you have a lower overall ranking 
than we think you deserve, and we want to help you bump it up! 

● Reviewer Check: You have been doing excellent work, and we are considering you for a promotion. 
First, we need to see what the current review team thinks. 

● Random Review: There's no real reason, but you just haven't had any feedback in a while. 
 

If your sessions are found not to meet the required 99% accuracy for QA, then an additional probation period at 
a reduced pay rate may be required to provide you with Reviewer feedback and to maintain your position on 
the team. 
 

Review Form 
When a file is reviewed, you will have access to a PDF Review Form. You will receive a copy of this form via 
email and you can also access it through your work history by clicking the blue View button beneath Reviewer.  
 

Scoring 
A score of five indicates that you had no errors at all for that category. Even one error can lower your ranking for 
a category to a four, so always check your work carefully before submitting each session. Every Reviewer may 
have a different reviewing style, but this is generally the scoring you can expect on your sessions: 
 

● 5: No errors would be a ranking of five, which would be A+ and excellent job. 
● 4: One to two errors would be a ranking of four, meaning a grade of A- or B+ and very good job. 
● 3: Three to four would be considered something between a B & C grade. You did not do horribly, but the 

file did contain errors. 
● 2: A score of two indicates significant problems with your work in this area, and the client would most 

likely not be satisfied with this file. 
● 1: You need to pay close attention to this category and study the feedback as well as the appropriate 

style guide sections before attempting any more work. Your status as a QA is in real danger. 
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Review Categories 
1. Audio Quality: Please rank the audio quality for this session.  

Although we understand that poor audio quality can affect the quality of the transcript, a Reviewer will still dock 
stars if they are able to make out words that the QA didn't. 
 

2. Should Have Been Rejected: Should file have been rejected but due to priority Reviewer redid?  
If the Reviewer determines that your file was not client ready at submission, they may mark Yes here and enter 
supporting details in the text field. Yes is scored as a 1 in the overall ranking, and No is scored as a 5. 
 

3. Speakers: How many speakers were present in the file?  
This indicates the total number of speakers in the file. 
 

4. Timestamps & Speaker IDs: Were the timestamps accurate?  
This section includes everything covered under the timestamps and speaker ID guidelines. 
 

5. Spelling & Formatting: Were all words spelled correctly?  
This is where formatting errors, misspelled words, and miscellaneous typos will be noted. This includes if names 
and terms were researched and spelled consistently throughout the file. 
 

6. Sentence & Paragraph Structure: Are sentences/paragraphs structured properly or do they stop 
and start in odd places?  

Are sentences structured properly? Do the sentences include the full thought, or are they short and choppy? Are 
the paragraphs overly long or short and choppy? Use your best judgment here. 
 

7. Punctuation: Has punctuation been used correctly?  
While we would like punctuation to be correct, there is always a degree of subjectivity. If it is blatantly wrong 
and changes the meaning of a sentence, yes, points will be removed for incorrect punctuation. For 2-step 
sessions, remember that the additional guidelines in the Advanced Style Guide apply for punctuation. 
 

8. Missing/Misheard Words: Are there any Misheard/Missing Words/Letters?  
If the file has misheard words, it will not have a ranking of five. The Reviewers do not have any special 
equipment that allows them to hear the words better than you. Listen carefully, following along with your 
transcript attentively, and always take context into mind. 
 

9. Style Guide: Are there any Style Guide errors?  
Style guide errors can include a variety of things such as tags, speaker names, contractions. It is also very 
important to ensure that the file follows the Guidelines on the right-hand side of the session. 
 

10.  Reasonable Attempt: Has there been a reasonable attempt to transcribe all words? 
This section can encompass a variety of different scenarios, including that there are not [inaudible] or [crosstalk] 
tags left in that can clearly be made out. If the Reviewer can make them out, then you as a QA should be able to 
understand the word. Did you use proper research on Google for those harder words? Was an attempt made to 
guess at any of the words that were hard to hear? Do the words match the context of the file? Were all speakers 
appropriately captured or were side conversations inappropriately ignored? 
 

11.  Chunk Management: If this was a 2-step file, were all words in their correct audio chunk? 
This applies only to 2Step QAs. Though it will not detract from your rank, this is where a Reviewer will note if 
there were words in the wrong chunks. For all 1-step sessions, the reviewer will select "Not a 2-step file." 
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Troubleshooting 
We always recommend that you clear your Chrome history and cache before working on a session. Also keep a 
copy of our Troubleshooting article handy for when you run into issues. 
 

Text Jumping Around 
First, make sure you are in Non-interactive playing mode. Then disable Autocorrect by unticking the 
checkbox at the top left of your session textbox. 
 

Audio Player Doesn't Work 
When the Audio Player no longer plays or it stops responding to the hot-keys/navigation buttons: 

1. Wait for at least one minute 
2. ONLY if the orange connectivity pop-up DOES NOT appear, save the session and reload the page 
3. Save the session, click Save and Exit, then re-enter the session 
4. If this still doesn't help, please clear your Chrome history and cache 

 

Connectivity Issues and Saving / Submitting  
The Save, Save & Exit, Submit, and Cancel options above are only functional if you are connected to the Internet. 
If you lose connection and press any of these buttons, you will lose your work! 
 

IMPORTANT: Please save your session frequently so that we can try to recover what you have done in case you 
lose your work. Contact the Help Desk if you experience any technical difficulties, and include your session ID 
number. Although there is an autosave feature, it is still a good practice to save your work. 
 

Our system checks your connectivity every 60 seconds, and if you lose your internet connection, even 
temporarily, a large orange banner will appear across your screen. If you see this message appear, you no 
longer have an internet connection, or your connection was temporarily disrupted. Your session is subject 
to the Lost Sessions Policy if you cannot return within your extension time. 
 

Submitting Sessions 
If you are experiencing connectivity issues, please take the following steps before submitting a QA session: 

1. Write down Session ID number. 
2. Click Save (as long as you have a good internet connection) 
3. Click the Preview button 
4. Copy the text from the Preview to a Word document 
5. Save the Word document locally. 
6. Click Back to Session 
7. Press Submit. 

 
This will help us recover your work and have visibility of what you completed. 
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Error upon submission of Session 
If you see an error message upon submission of Session, please take the following steps: 

● Make sure all the procedures above were followed 
● Take a screenshot of the error message 
● Click Send Error Report every time 
● Note the date and time that this occurred. 
● Send a Help Desk ticket and attach a screenshot 

 

Clicked Submit but nothing happens 
IMPORTANT: Do not press Submit more than ONE time, even if nothing happens. 
 
Wait for just over 60 seconds to see if the orange Lost Connection banner appears advising you that your 
internet is no longer connected. In almost all cases, this means your internet connection is lost. Please check 
another website to test your connectivity, or connect to the WorkHub in a new tab to verify our server is 
responding. Never press refresh or back if you have not saved the session. 
 
TranscribeMe will not reimburse you for Sessions which are lost due to connectivity problems or sessions which 
are lost due to not following the procedures outlined in this handbook.  
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