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Transcribing with Subtitle Workshop v2.51, QuickStart Guide

This guide explains how to transcribe audio from a video file. Subtitle Workshop is free software designed to create subtitles. That is why it refers to subtitle files, and not transcription files. However, you can use it to transcribe the audio and then export it to a word processor file. (It does not work with a USB footpedal control). 
1. Download Subtitle Workshop from http://www.urusoft.net/download.php?lang=1&id=sw
and install it. 

2.  Start Subtitle Workshop. It might have an icon on the desktop, else use the Start Menu and look in the Programs folder. Subtitle Workshop might be inside the “URUSOFT” folder. 
[image: image13.png]4a

e
Sublitle File.




3. Here is the program’s workspace:

(the movie does not appear until you open it in the next step)
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The control buttons are in a row below the Progress Bar: [image: image3.png]


. You can drag the indicator back and forth to quickly go to any part of the movie. 

The 1st button is Play: [image: image4.png]


 . After you push it, it becomes Pause: [image: image5.png]



The keyboard shortcut is: Control-Spacebar
The 2nd button is Stop: [image: image6.png]



The 3rd button [image: image7.png]


 highlights the subtitles in the bottom half of the screen as they are being shown in the top half of the screen. Leave this button ON (highlighted) so you can easily locate the subtitle being displayed, in case you need to change it. 

The 8th button: [image: image8.png]


 makes the movie play at an alternate speed. Sometimes it is helpful to play the movie more slowly, such as at 90% of regular speed. 

4. Create a new subtitle file by selecting File, then New Subtitle. If you are returning to a file which already exists, select File, then Load Subtitle. 

5. Go to the Movie menu at the top of the screen. Select Open, then find the movie to transcribe. After you select it, it should appear in the top of the screen and you should be able to play it smoothly and hear good audio. If not, try it again. If still not, there is a problem, so call the AV Department. (If you opened an existing subtitle file, it will open the movie file, automatically). 
6. When the subtitle file is loaded, press the Insert key on the keyboard to create a new line. 

7. Click in the text frame at the bottom of the screen to put the cursor into it. 

It must be in there when you type text. 
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8. Start playing the movie by pressing Control-Spacebar or by clicking the [image: image10.png]


 button.
9. Play the movie for a sentence, or less, then press Control-Spacebar to Pause the video. 
If you went too far, press Alt-← to go back ½ second. 
10. Type the sentence or phrase into the text box at the bottom of the screen. 
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NOTE: When you press Enter to start a new line, a “ | “ appears at that point in the sentence of the top half of the screen. It is part of subtitling, but not for simply transcribing, so you may ignore it. 
11. Insert the time into the Hide field by pressing Alt-V or by clicking the [image: image11.png]


 button.
12. Press the Insert key on the keyboard to get a new line. 

13. When you press the Insert key, the Hide time of the current line becomes the Show time of the new line. 

14. Repeat these steps about 500 times, remembering to SAVE your file, periodically. Save it in the same folder that the movie is in, and with the same name. The first time a new file is saved, select File, Save, (Double-click on the Spruce Subtitle File format icon), give it the same name as the movie and select the folder to save it in. 

When you are finished typing, there are a few steps to convert 
the Subtitle Workshop file into a standard word processing file. 

1. In Windows Explorer, open My Computer  and locate the file you typed. Right-click on it, select Rename and change its extension from ‘.stl’ to ‘.txt’ so that you can open it with a word processor (select Yes when it asks if you really want to change the name file extension). 
2. Open it with a word processor, like MS Word, and delete the 35-40 lines which appear above the text you typed. 

3. If you split any of the subtitles when typing them, the line breaks are shown with a vertical line called a pipe. On the keyboard, it is the Shift-\ character. Remove them by using pressing Control-F to open ‘Find & Replace’ to locate them and replace them with a single space. 

4. Close the ‘Find & Replace’ box and SAVE the file and close it. 

5. Open Microsoft Excel. 

6. Use File/New/Blank Workbook to create a new, blank spreadsheet. 

7. From the top menubar, select Data/from Text. 

8. Locate the .txt file you saved, select it, and import it. 

9. In Step 1 of the Text Import Wizard window, which should be open, select ‘Fixed Width’ then press the Next button.

10. Step 2 of the Text Import Wizard: If you want the text only, and no timecodes, follow the onscreen instructions to place a vertical line in front of the first letter of text. If you want to include the first column of timecode (the start times), also place a vertical line between that number and the comma which follows it (what you are doing is telling Excel where to put the column breaks when it imports the file) Then press the Next button. 

11. Step 3 of the Text Import Wizard: select columns which you do not want to include, such as the second column of timecode, and click the ‘Do not import column (skip)’ button. Then press the Finish button. 

12. Press OK on the Import Data dialogue box to import the text into the blank spreadsheet. 

13. You should see your text (and the timecode, if you selected it) in a column of the spreadsheet. 

14. Select File/Save As/. Give it a name and select the file type of: Other Formats/ Text (MS DOS). 

15. Close the Excel file so you can open and edit it with a word processor. 

16. Open the file with a word processor. 


Print & Cutout




Subtitles Workshop Shortcuts:


Ctrl-Spacebar =Play/Pause


Insert = new line


Alt-C = Start time


Alt-V = End time


Alt- ← =Back ½ second


Alt- → =Fwd ½ second


Ctrl- ← =Back 5 seconds


Ctrl- → =Fwd 5 seconds


Tab = cursor from text box up to lines


↑& ↓ = Up & Down lines


Shift-Tab = cursor from lines down to text box
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