Tips for Transcribing Trade Directories
Any submission of Trade Directory material such as Kellys, Post Office, Gillmans etc. should be sent to the administrator on the template provided - this may be downloaded from the “Downloadable Templates” Section of the Wiltshire OPC web site found on the Home page under “Interact”

Trade Directories available for transcription can be found at the University of Leicester and can be accessed by selecting “The find by location option” and selecting the county you need to look at.  There are several directories here including Gillmans, Kellys etc.  Each parish should be added to a separate template.

The document is designed slightly different to the original directory entries.

You will see two distinct areas on the template.  Firstly a blank box and secondly a table. (More tables can be added by highlighting the table from a line above and a line below and copying and pasting).  You may need more tables for different parts of the parish or sometimes you will find Gentry, Traders and Residents separated.

You may also lengthen the text box by clicking on the border of the box at the bottom and dragging it to complete all of the entry.

In the text box you type in the complete text as is described in the directory.  Leaving lines between categories.  (If unsure take a look at examples on other parish pages such as Great Bedwyn or ask the administrator for a completed example to follow).

The Table should be completed by following the columns (this is to aid the inclusion of information in the database when it is up and running and also assists in the inclusion of the surnames in any surname index that may be set up in the future
Anything recorded in the original directory below the list of names can be fitted into the text box or if no room underneath the tables.

If transcribing from the University of Leicester Site you can either transcribe online or you can print of the pages you wish to work on (I find this a better option).  To view a parish page in the original directory.  You will need to open the directory chosen from the list by clicking on the word “directory”  This will then open the first page of the directory.  You will see a search engine option so you may for example key in the parish name you wish to transcribe.  You will then see a number of entries for that particular parish - you will then need to browse through each page by using the “next hit” arrows.  Once you have found the page required you may either transcribe direct from the scree or print the page as a PDF document by selecting the PDF file option.
The completed transcript should be sent to the administrator who will complete the editing, conversion to pdf  and upload to the site.

