
Information Classification: CONTROLLED 

‘Mother Julian’ Project Instructions 

Task – 

Catalogue and transcribe the letters of Mother Julian.  

Collection reference number: AD2405 

The collection is divided into bundles of letters, e.g. AD2405/2 or AD2405/3 

Each letter within a bundle has its own reference number, e.g. AD2405/2/1 or AD2405/2/2 

Remember to open the Kresen Kernow Guide to Transcribing. 

Top Tips: 

• Open up the guidelines and instructions in a new window before starting a task

• Complicated transcription? Prepare it offline first, then copy and paste it into the

description box

• Remember, the system will log out if it is inactive for extended periods of time

• You can change views between the task window and image viewer whilst entering your

data. However, do not navigate away from these active windows to another part of the

website as the system will not save your work until you hit submit. Remember, you cannot

edit a task after submission

• Give yourself enough time to complete and submit a task in one session, data entry can

take longer than expected

• Use the image viewer navigation buttons to rotate or zoom into the image – don’t strain

your eyes or neck!
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Choose a task -  

 

Task window -  

 

 

 

Check the task counter for 

number of submissions 

Click on the task 
you would like to 
complete  

 

Document type and 

Reference number 

attached to each task 

Use this code in the RefNo box 

Click the Zoom button to view 
the letter in the image viewer 

Mandatory 
catalogue 

data 
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Image viewer - 

You can view an enlarged image whilst using the data entry form at the same time. There are useful 
image buttons at the top of the screen. 

       

 

  

 

 

 

 

Mandatory 
catalogue 

data 

Click on the image tiles to 
view the letter pages – 
documents have been 
scanned in the correct 
viewing sequence 

Optional Tags box 

Once all the mandatory 
boxes are complete, the 
Submit button will activate 

Enter 
transcription here 

Rotate Flip 

Quick zoom 

Zoom out 

Zoom in 

Exit image viewer – back to task 

window 

You can change views between the 

task window and the image viewer 

whilst entering the data 
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Mandatory Catalogue data –  

RefNo/Reference number: the code to use is attached to each task, e.g. AD2405/2/16. It will also be 
visible on the document, usually written in pencil in the bottom right hand corner. 

Title: identifies item type and who/what/where it relates to. Keep this short and do not put a full stop 
at the end, e.g. Letter, to Ottoline Morrell, from Mother Julian 

Date: see the individual letter content and use the format, dd mmm yyyy, e.g. 17 Feb 1899 or Feb 
1899 or 1899 

If the specific date is not known, estimate a year, decade or century, e.g. c1899, 1890s, 19th century.  
The collection information will provide a usable date range. 

Format: pick Manuscript from the drop-down list. 

Extent: use 1 piece for a letter, 2 pieces for a letter and an envelope, or 3 pieces for two letters and an 
envelope.  

 

 

 

 

 

Image number

 

Next image – 

left/right arrows 

 

Remember: do not use full stops in the boxes for RefNo, Title, Date, Format or Extent  
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Tags box - 

An optional box to enter useful search words related to the general themes of the record. Think of 
words not already used in the Title or Description that might make the record more searchable. Use 
lowercase text and separate each word with a comma, e.g. weather, snow, sandcastle, cat, dog 

This box is particularly useful for image-based records such as photographs. For letters, the content 
may be describing a particular theme or event but never actually identifies it within the text, for 
example the first world war or prisoners of war. Use these phrases as tags and the record becomes 
more searchable. 

You may feel there is no need to add any tags. 

 

For this project, suggested tags (depending on content) could be: 

 sisters, health, funeral, travel, church of england, weather, prayer, worship, friendship 

 

 

 

Transcription data – 

Enter your transcript into the Description box.  

Follow the Kresen Kernow Guide to Transcribing for layout and format instructions. There is a lot to 
remember so open them in a new window whilst you type. 

Remember - if there is more than one item to record in the task, such as a letter and an envelope or 
two letters, follow the additional layout instructions below. All the text is entered into the one 
description box. 

 

 
 
 
 
 
 

 
Two transcript examples with the letter images have 
been provided on the following pages. 

 
Example 1 – one letter 
Example 2 – letter with envelope 
 
 

Remember – do not use full stops or capital letters in 
the box for Tags 

 

1) Letter, [AM/1018/1]. 

Enter Transcript text here.  

 

2) Envelope, [AM/1018/2]. 

Addressed to ‘your text’. Postmark ‘your text’. 

 

1) Letter, [AM/942/1]. 

Enter Transcript text here. 

 

2) Letter, [AM/942/2]. 

Enter Transcript text here. 

 

3) Envelope, [AM/942/3]. 

Addressed to ‘your text’. Postmark 

‘your text’. 
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Example 1 – transcript for one letter 
 

 

 

 

 

 

 

 

I hear sometimes from Cinty – she seems a little uncertain about 
her plans, but is deeply interested in her work. – [Additional note 
at top of letter] 

 
The Home of the Community, of the Epiphany, Truro [Letterhead] 

 
February 17 1899 - 

 
My dearest Ottoline 
 
I am so glad dear Hilda is going to you and I do hope you will have 
a nice little “wander” together. 

 
I am so glad all your plans are so far settled Darling, and we shall 
be delighted to have you for Holy Week and a little before if you 
can and will, because after Easter Week, we are to have our 
“Sisters Retreat” beginning April 10th or 11th (the week before 
the Aporiatus Retreat) and then we shall be full – but as I write I 
remember that you are due at Oxford on the 6th – so just come 
to us when you can for as long as you can – I shall love to have 
you again My O more than I can say, and shall feel more satisfied 
about Oxford and everything when I have seen you I hope you 
have made nice arrangements about S Hilda’s and that the 
Superintendent is nice. –  
 
I am thankful indeed to hear of dear Violet as better – how she 
has suffered! Poor Darling! – I hope she is also happier about Mrs 
Scott as you seem to think she may be. – I am so interested in 
what you say of Jeannie – Gris[?] does so admire her. –  
 
We have had so much wet weather lately that I hope it will be 
fine when you come, it is lovely today! 

 
Yes, indeed I do wonder about that dear and grand Hilda – it is 
difficult to know what spell to wish for her. With best love to 
Violet and gladness over her relief from such pain  
 
Yours very lovingly  
Julian MCE [Mother, Community of the Epiphany] 
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Example 2 – transcript for a letter with envelope 

 

 

1) Letter, [AD2405/2/18/1]. 
The Home of the Community, of the Epiphany, Truro [Letterhead] 
 
May 10th 1899 
 
My very dear O, 
 
Could you I wonder manage this flying visit a little later? I am 
afraid I dare not accept you this month for many reasons. We 
have illness in the home just now, one I fear may not be free of 
illness yet for a bit – then my own movements are I am afraid a 
little uncertain. I am more than sorry – I must write in the same 
way to dear Cinty who talked of returning down here on her 
return from Italy. I do indeed long for a sight of you and a talk, 
dearest dear O but I hardly know whether it is right to let you 
take 2 such journeys for one day here. 
 
I am not allowed to use my Eyes much just now having had bad 
inflammation in them so I must not go on as I might be tempted 
to do. 
 
Yours very lovingly  
Julian MCE [Mother, Community of the Epiphany]. 
 
2) Envelope, [AD2405/2/18/2]. 
Addressed to ‘The Lady Ottoline Cavendish Bentinck, 22 St John 
Street, Oxford’. Postmark ‘Truro, May 10 1899’.   
 
Thought you would like to see this – offered to go down pm Sunday 
– Love to you my Cinty [Additional note]. 

RefNo for the letter 
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RefNo for the envelope 
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