Creating the audio file 1. Downloading the multilingual video file from the European Parliament website a) Go to the Parliament's website: http://www.europarl.europa.eu/portal/en.

For the original speaker: EPICG_YYYYDDMM_speech title (in English)_speaker's name_0_language (of the original speaker).

For the interpretation: EPICG_YYYYDDMM_speech title (in English)_speaker's name_I_language (of the interpretation). e.g.: EPICG_20082210_Variations to the terms of marketing_Françoise Grossetête_O_fr d) Write down information that you will need for your metadata. Reproduce the exact spelling as in the examples.

1) The speech's time. E.g.: 10:30.

2) The speaker's nationality. E.g.: British (English)

3) The speaker's political function. 2. HandBrake: Extracting two monolingual video files from a multilingual file a) Open Handbrake and click on "Tools". b) Choose "Options". Click on "Output Files". Click on "Browse" and create a folder for the first language you will be extracting (the original). Then click on "Close" to come back to the home page. c) Click on "Source". d) Select "File" and select the multilingual video file downloaded from the Parliament website. e) On the home page, click on "Audio". Choose the language you want to extract from the video (original or interpretation). f) Click on "Add To Queue", select "Add all". Click on "Start". g) Close HandBrake and repeat the whole process for the language of the interpretation. In order to hear the original in the left ear and the interpretation in the right ear, turn the first wheel to the left until it reaches "100%L" and the second wheel to the right until it reaches "100%R".

d) If you realize that the sound on one track is higher than on the other, adjust the sound with the tool on the left side or on the bottom.

e) Click on "File" then choose "Render".

f) Choose a destination file by clicking on "Browse" then name your file. Verify that the "Output format" is WAV and the "WAV bit depth" is 24 bit. Click on "Render 1 file". e) Add the title of your file in "Transcription name" . Click on "Add attribute". In the "Attribute" column, write "Speech_time" and in the "Value" column, write the time of the speech (found on the EP website), for example "10:13". Press the ENTER key on your keyboard. Click on "OK". Follow the same steps for the "Topic".

f) To add the speakers, click on the new tier icon g) Click on "Edit speaker table". (You can also access the Speaker table by clicking on the speakers icon shown on the next picture.) h) Add one speaker by clicking on "Add speaker", on order to have two speakers in total. Change the name of the speakers in the "Abbreviation" field. Press enter for the changes to apply. Write "Original language" for the original speaker and "Interpreter language" for the interpreter (e.g.: "Original FR" and "Interpreter NL"). Be careful to always have the original in the first tier (SPK0) and the interpreter in the second tier (SPK1). Choose the sex and the language of your speakers by clicking on "Edit languages".

For the original speaker, click on "Add attribute". Write "Fullname" in the "Attribute" column and write the first and last name of your original speaker in the "Value" column. Press the ENTER key on your keyboard and click on "OK". Follow the same steps for "Nationality", "Political_function", "Political_group".

Speakers' icon

I) save your project by clicking on the floppy disk icon. Choose the location and a name for your project. Mind that you can not use dots (".") in the name of your project and that you need to save it under the language of the interpreter for example: EPICG_20082210_Variations to the terms of marketing_grossetête_I_nl.

Transcribing

a) Please take into account the following guidelines when transcribing:

1) Comments

Always write comments in English and between brackets. E.g.: [breath] (when the speaker inhales loudly), [noise] (someone flipping through pages, someone opening the door in the booth, everything that does not come out of the mouth of the speaker), [inaudible] (a word or a sentence that can not be recognized).

2) Hesitations

-For filled pauses, use the three following words only: "euh", "hum" or "hm".

-If the speaker stretches out a letter or a word while hesitating (not because of the intonation or accent in the language) first write the word normally, then write the word again between brackets and add a ":" after the letter or syllable that has been stretched out. E.g.: "the report [repo:rt]...", "euh [euh:].

-If the speaker starts a word, hesitates or pauses then finishes the word, write the first part of word , add a "/", write the hesitation, then finish the word and add the entire word between brackets. E.g.: "The spea/ euh ker [speaker]...", "the report in/ indicates that..."

3) Mispronounced words

As a general rule, words need to be easily recognised by a software. Therefore when a word is mispronounced or abbreviated, first write the word as it was pronounced by the speaker, then add the correct version between brackets. E.g.: "Intergoration [interrogation]", "'cause [because]", "'t [het]. If a speaker simply does not conjugate a word properly or if the speaker forget the plural form, you don't need to add the correct form between brackets.

4) Punctuation marks

The only punctuation mark used in the transcription is the question mark when indicating an ascending tone. E.g. "Was it necessary [?]". There is no capital letter at the first word of the transcription or after a pause.

5) Spaces

Don't forget to add spaces between a word and a pause, or a word and a bracket. e) After having transcribed the first extract, click on "Append interval".

f) The next extract will automatically be selected and played. Adjust the extract until one of the speakers (original or interpreter) pauses. Transcribe in the two respective events (interpreter and original).

g) Click on "Append interval" again and adjust the next extract by selecting the next speaker's pause (in this case, the original). To add a pause for the original, click on the corresponding event, then on the "}" icon h) To add the next extract, click on " Add interval" and follow the same steps. As you have probably noticed, the "+ Add event" button is only used for the first element of transcription. d) On the next window that pops up, tick "split at regular expression" and enter the symbol "/" (or any symbol used to mark the pauses in the Word transcriptions).

Transcribing from a Word document

Preparing the file

e) Select the tier with the transcript (called "TXT") and click on "Tier". Choose "Tier properties". (You can also access Tier properties by right clicking after selecting the tier).

f) Change the "category" from "txt" to "v" (for verbal) and change the "display" to "Original FR", for example.

g) Add the other speaker (Interpreter), the bilingual audio file and the metadata as shown 1.1.

h) Copy-paste the interpreter Word transcript in the "Interpreter" tier.

i) Select the last timeline item. You will see that the last sentence of the Original transcription is in a yellow timeline item. j) Click on the yellow timeline, then click on the "Insert timeline item" button on top of your screen.

k) Select the text in the yellow timeline item by double-clicking and copy-paste it in the new grey timeline item.

l) Select the new timeline item and click again on "Insert timeline item" to add at least 100 timeline items and make sure the transcription does not go into the yellow item again. If it's the case, add more timeline items and copy paste the text from the yellow item in the new items. e) When you are done with the transcription, click on "Timeline", and choose "remove unused timelines items" to delete all unused cases at the end of the transcription.

Transcribing

Transcribing from a Partitur file

This applies for example when the original has already been transcribed in Partitur and you want to add the interpretation. f) Add the Timetag's and numbers tier following the same instructions.

Preparing the file

Transcribing

a) Make sure that you have read the "Transcribing from scratch" method before starting. b) When transcribing from a partitur transcription, be careful not to move the green and red lines of the original. In order to do so, you will split events in the interpreter's tier. c) By listening to the audio and looking at the oscillogram, find the event in the interpreter's tier where the interpreter starts to speak, as shown below in the white event.

d) If the following event in the interpreter's tier does not include a pause, you can merge the two events and start transcribing. c) When there is a number in the original or the transcription, select the audio part where the number is spoken, click on "Add event" and select the tier for numbers.

d) Write the number in digits in the event. Use dots for decimals. E.g.: "Zero point five percent" = 0.5.

Adding the timetags

Choosing the timetags

Timetags are used to measure the Ear-voice-Span. They are words from the original that have been interpreted by the interpreter and that are added in a new tier in order to know exactly when they have been uttered by the original speaker and the interpreter.

Here are a few guidelines on how to choose timetags.

a) Timetags can be nouns, adjectives, verbs, etc.

b) Timetags don't have to be literal translation, since interpreters rarely translate literally, but they need to be from the same syntactic category (a noun interpreted by a noun, not by a verb).

c) There should be about 1 timetag every 10 words uttered by the interpreter.

d) Timetags should preferably and when possible be words that are not frequent in the speech.

e) Timetags should be only one word long. For numbers, only one figure can be a timetag. E.g: fortyeight, only eight or forty as a timetag.

f) Timetags must be written in the correct form even if they have been originally mispronounced by the speaker.

g) When possible, choose the words with the shortest décalage. EG: union européenne -European Union: pick européenne et european. e) Do the same for the Interpreter timetag, using "1=" as well. For the second timetag, use "2=", etc.

Adding the timetags

There is no space between the number, the "=" and the word. The order of the numbers does not matter, what matter is that corresponding timetags in the two languages have the same number.

  Choose from: MEP / President of the European Parliament / Vice-President of the European Parliament / European Commission / European Council / Council of the EU / Guest. 4) The speaker's political group (if applicable). Choose from: PPE-DE / PSE / ALDE / Verts/ALE / GUE/NGL / IND/DEM / UEN / EFD / S&D / NI.5) The speech's topic. Choose from: Agriculture and Fisheries / Economics and Finance / Employment / Environment / Health / Justice / Politics / Procedure and Formalities / Society and Culture / Science and Technology / Transport. (Inspired by the European Parliament Interpreting Corpus's search parameters developed at the University of Bologna.)

  3. VLC: Transforming the monolingual video files into monolingual audio files. a) Open VLC and click on "Media". Choose "convert/save". b) Add the monolingual video file you have obtained with HandBrake by clicking on "Add". c) Click on the arrow near to "Convert/Save" and select "Convert". d) Choose Audio MP3 in the drop-down menu. Choose a destination file and name the file by clicking on "Browse". Click on "Start". 4. Reaper: Transforming two monolingual audio files into one bilingual audio file (that will be used in Partitur). a) Open Reaper and, if you have the demo version, click on "Credits". Wait 5 seconds. Click on "Still Evaluating". b) Click on "Insert"and choose "Media file"; Upload the original monolingual file first then the interpretation obtained with VLC. Original Interpretation c) The two files should now have been uploaded one after the other. Minimize the track by clicking on the minus sign on the bottom right. Click and drag the second file (the interpretation) and align it under the original, as shown on the next picture.

  g) When the rendering is completed, you can open your file by clicking on "Launch File". To start with other audio files, click on "New project" and don't save the current one. Partitur. Click on the spool icon to add the bilingual audio file (created with Reaper). b) Click on "+ Add…" and import the bilingual audio file. Click on "OK". c) Now that you have uploaded the file, extend the oscillogram by clicking and dragging. d) Click on the exclamation mark icon to change the meta data.

6)

  If one single letter is pronounced through more than one event, indicate the letter between brackets in the following events. E.g.: "after a meeting with the FBI [I]." 7) When the original speaker has finished talking but the interpreter is still interpreting, do not enter a pause in the original speaker's transcription. 8) When there is two possible versions of a word uttered by the speaker, write the first option and add the other version between brackets. E.g.: "Qu'est ce qui [qu'il] se passe". 9) Numbers are written with dashes in all languages. E.g.: "Trois-cent-quarante-et-un". b) Before starting, have a look at the description of the following terminology: "Timeline", "Tier" and "Event". A Tier is the line of one speaker and the event is an "entity" of transcription for one speaker. the oscillogram, click and drag to select the first extract you want to transcribe. Start with the original and stop your extract when the interpreter starts speaking, as shown below. If you want to listen to the selected extract, click on the play icon followed by "[*]". You can also choose to play only the first seconds before or after the extract with the following further buttons: "*[","[*", "*]" and "]*". Once you have adjusted your extract, click on "+ Add event…". d) Choose the speaker (the original in this case). Once you have chosen the speaker, you can start transcribing your extract. Transcribe the words or sentence exactly as you hear them in that extract, even if it means transcribing an incomplete final word. You have probably noticed that the beginning line has turned green and the end line has turned red. This means that this extract has been assigned to a speaker (the original in this case).

  a) When a transcription has already been done in a word format, save the word transcript in a ".txt" format. Delete the description (metadata) at the top of the transcription if necessary. b) Open Partitur , click on "File " and choose "Import". c) In the drop-down menu, select "Plain text file" as type of file. Choose the original text transcript you want to use and click on "Open".

  a) Choose the first extract (stopping when a speaker takes a break or another speaker speaks as explained in 1.2). Click on the first event and click on "assign times", on the left under the oscillogram. b) If you need to adjust the text, right click in the event and choose "chars right" for the words you want to move to the next event.c) Select the following event (click on "detach selection" if the extract does not turn blue). Click on "shift selection" adjust the new extract on the oscillogram. d) Select the event again and click on "assign times" (the extract now turns green and red). Repeat the same steps until the end of the transcription.

  a) Open the Partitur file with the transcription for the original that you will use. Change the audio file. Change the name of the file. Select the Interpreter tier, right click and choose "Remove tier". Do the same for the Timetag and the Numbers tier of the interpreter if necessary. b) Open the Speakertable and change the interpreter's name in the abbreviation field, the interpreter's sex and language. c) Click on "Add tier". d) Add the Interpreter's tier. e) Select the Interpreter's tier and click on "Move tier upwards".

  e) If there is a pause in the following event, you must first split the event and adapt the oscillogram (without altering the oscillogram for the original) before merging. Be aware that you can not split an empty event. In order to split an event, right-click in the event and choose "Split" as shown below. d f) Choose the timeline item where you want to split the event if necessary. g) Don't forget to split the original when you add a pause in the interpretation in order to properly align the two transcriptions.4. Tips a)In order to listen to the audio file and see the two transcriptions simultaneously, click on the cinema icon and click on play. b) If you make a mistake, click "Edit" then "Undo" or hold the keys "CTRL" and "Z". c) To delete two parallel events, delete the transcription in the two events, right click and select "remove gap". d) To adjust the extract, you can either use the mouse click en drag or place the cursor on one of the extremity and use the scroll wheel of your mouse. To move the entire selection, place the cursor in the middle of the selected extract and use the scroll wheel. e) If you have two consecutive pauses in two different events for one speaker, click and hold both events until they turn blue. Click on the merging icon then delete the two pauses and click on the pause icon again. f) If you are using a track pad, you can extend or reduce the width of the oscillogram with the same movement that you use for zooming and dezooming. g) if you want to have a word document of your transcription, you can simply select the tier, rightclick and select copy, then paste it in a word document. h) If, when trying to open an ongoing project, this window appears, click on "Edit recordings". Select the file you see in the dialogue box and click on "Remove" then Confirm. Click on "+Add…" and upload your bilingual audio file. Click on "OK". 5. Adding the numbers in figures a) Numbers are written in letters in the transcription but can be added in a new tier in digits. In order to do so, add a new tier by clicking on "Tier", "Add Tier". First choose the Original speaker, change the type to "D(escription) and click "OK". Do the same thing for the interpreter. b) Change the new tiers' name by right-clicking on the tier and selecting "Tier properties". Untick "Auto" and change the name to "FR Numbers" or "NL Numbers" for example.

  a) Click on the "Add tier" icon. Add one tier for the Original (SPK0) and change the type from "T(ranscription)" to "A(nnotation)". Add one tier for the Interpreter (SPK1) and change the type as well.b) For each new tier, open the "Tier properties" and change the "Display" by unticking the "Auto" box and writing "FR Timetag" and "NL Timetag" for example. c) select the first timetag on the oscillogram and click on "+ Add event...", select the tier "FR Timetag" for the first timetag. d) In the event that you have created, write "1=" and the word of the timetag.