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Preface


'This report does not advertise any transcription method or provide a standard solution for transcribing interviews. It is also not the intention to treat these topics theoretically and leave the readers with unanswered questions. On the contrary, in this book we report on our years of experience, present different methods and give practical tips and tricks around the topics of interviews and transcripts.


We guide you through the various steps relevant to recording, transcribing and analyzing your interviews. The steps involved in recording your interviews include the topics of project planning, techniques, tools and file handling.


The most important aspects of transcription are discussed below. Attention is also paid to the application areas and purposes of transcriptions. Transcripts are used not only in science, but also in media companies (e.g. publishing, film production, podcasts). That is why we also provide information on related topics such as translations and subtitle creation and which rules and procedures are appropriate in these areas.


Transcription by "artificial intelligence" (known as automatic speech recognition, ASR) has made a huge leap in recent years. We write about our own experiences and zoom in on the quality of the output.


Technical advances make it possible to simplify many interview and transcription steps and take over the entire 'transcription process' where possible. The range of technical resources is enormous. For orientation, we have therefore tested and compared useful tools (including recording, transcription and content analysis).


Also in the field of analysis, there are various programs that simplify analysis. The analysis is as targeted as that of transcription. To provide an overview, this book discusses some methods for analysis in general and the method according to Mayring (2002) in more detail.


Overall, our book covers the most interesting, relevant, and practical aspects of transcription. The book is therefore aimed at researchers and students as well as at all current and future transcribers from the media, market research and commercial companies. We've also provided some interesting reading tips and links to demo versions and guides for further reading. This and all other links are updated regularly. To keep all content up to date, we appreciate your feedback.


We wish you a lot of fun and success with recording your material and eventually transcribing and analyzing it!









Introduction


Transcription, i.e., the written reproduction of an oral document, is a necessary process in various jobs and domains. However, it is usually more complex than expected. It is therefore important to properly plan the transcription process.


This reference guide is designed to identify and facilitate the important steps before, during, and after transcription.


It starts with the planning of the interviews. Since transcripts are often made of qualitative interviews, the planning and preparation of interviews should be discussed first. This includes, for example, the selection of a suitable respondent, the location or choice of language or the questions themselves. The question of whether and when to have individual or group conversations and which data protection rules to comply with is also crucial.


Another important step before transcription is recording. For this we recommend some dictation devices and mobile phone apps and give tips on how to do this well. In addition, the advantages and disadvantages of video and audio recordings are discussed in more detail.


Before transcription begins, it may be helpful and even necessary to edit the recording. Possible editing steps are file conversion, transfer to PC and file naming. In addition, we recommend programs for editing and improving sound quality.


After recording, you can start typing. It is important to know for what purpose the transcripts are made, as this determines the transcription rules. For an overview, we present some of the most common purposes and provide recommendations to find the right transcription method.


To make typing as fast and easy as possible, we compare playback and transcription programs and also present useful transcription sets. In this context, we also report on transcription with automatic speech recognition and on empirical values in this area.


Once the transcripts are created, they are often further processed in the form of an analysis. This also depends on the purpose of the transcription. In the course of interviews, Mayring's method is often used, which is briefly presented here. A fundamental distinction can be made between a qualitative and a quantitative analysis. We recommend the use of evaluation programs in particular for the latter.


Finally, we clarify the question of when it makes sense to carry out the transcription yourself and when it makes sense to outsource it to a service provider. You can also learn more about Amberscript and about the GDPR.


But first the first step towards the transcription, the planning of the project, is taken.
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Before recording: planning the project


When planning qualitative interviews, an associated lead time and buffer times are essential. This is especially important because it depends on the other person if and when the conversation can take place. For busy people, an interview for a research paper may not be a top priority, so such an appointment is often postponed or cancelled.


The following steps are recommended when planning the interviews:


Identification of interview needs


Imperative to a good study is that the respondents are knowledgeable in the area of what is being researched. So before you schedule someone, think carefully about why this person is important to your own research and what questions you want to ask.


Reaching the interviewee


Once you have defined the ideal profile of an interlocutor, you can find them via:




	Using your own network and asking if they know someone who fits the profile


	Asking people who match the profile if they know other people who match the profile (“Snowball effect”)


	A simple internet search.





The best method to convince someone to participate in the interview is by telephone. E-mails often lead to delayed responses, if the correct e-mail address can already be traced.


Ideally, a friendly approach over the phone leads to an immediate appointment for the interview. This can be done with the interviewee himself or through his secretariat. Even if you do not even know who is responsible for the subject or do not have an extension number, you can be transferred to the telephone exchange in a friendly manner.


You must be persistent and not give up. This can work better if you consider in advance to what extent the other person will benefit from the conversation. This could be, for example, making the results available.


Other topics to be planned are the place and time, the language, the technical equipment, the content structure and legal and data protection, which will be briefly discussed in the following paragraphs.


On site or by phone – where to interview?


With regard to the location, it should be clarified whether the interview is to be conducted in person or by telephone or video conference. If the location is further away, the tradeoff is whether it's worth spending the cost and time involved.


For appointments on location, you should always ensure that you are fully attentive and have good acoustics, so that the conversation can be recorded without interference. While these may seem attractive for casual conversation, crowded places such as cafes or restaurants are generally not suitable for good interviews, as distractions and noise interfere with conversation and recording.


The place of residence or place of work of the interviewee is a good choice, since the respondents are usually more open and relaxed in a familiar place and, in case of doubt, can also immediately clarify unanswered questions, for example by searching the available documents on the spot.


For a longer conversation it is logical that drinks and snacks are provided. Please note, however, that biscuits or the like can cause interference and eating sounds and thus disrupt the recording.


The tip is always to make a test recording before the actual interview. It can always happen that background noises dominate what is being said and that the words of the interviewee are therefore not intelligible. A number of apps are recommended for recording (see chapter 1.2.).


Duration of the call/ How long does an interview take?


As a basic rule, almost any topic can be discussed in a well-structured and focused interview within 1 - 1.5 hours. A longer duration often leads to a decrease in the concentration of both the interviewee and the interviewer, leading to aspects that no longer fit with the original topic.


It is especially important that the time frame is discussed in advance, so that it is clear from the outset how much time the respondent has. Each question must then be divided into the available minutes and this schedule must be followed precisely, otherwise there may be questions left open by the time the time is up. However, this does not apply to a poorly or partially structured interview.
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