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Finding your Assignment  
(video: Finding your Assignment) 
 

1. Open the “2023-2024 Final Data” Folder 
 
 
 
 
 
 
 
 
 
 

2. Open the “Research Assistants” folder 
 

 
 
 
 

 
 
 
 
 

 
 
 

3. Click on “Transcription Assignments” and “Open Online”  
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4. Make sure you are on the “Assignments” tab and find your assignment for the week. 
Make note of your Teacher’s ID number, and the Target Student’s name and ID 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Go back into the “Research Assistants” folder and click on the “Pseudonyms” 
folder. Click on “Name” so the files are in order. Check to see if there is already a 
list for your Teacher ID. If there is, you will use that list when labeling and creating 
pseudonyms. If there isn’t one, you can create your own. (see “Things to look for 
when cleaning”) 
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Uploading the Audio Recording into Otter.ai 
(video: Uploading the Audio Recording into Otter.ai) 
 

6. Go back to the “2023-2024 Final Data” folder and open the “Audio Recordings” 
folder  

 
 
 
 
 
 
 
 
 
 

7. Click on “Name” so the audio recordings are listed in order, then click on your audio 
recording 

 
 
 
 
 
 
 
 
 
 

8. Download the recording to your computer 
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9. Go into your Otter.ai account and click “Import”. Once it’s been uploaded, it does 

take a few minutes to transcribe. You will receive an email/notification when it is 
finished. 

 
 
 
 
 
 
 
 
 

10. Once it is done creating the transcription, click “Go to Transcript” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 6 

Cleaning the Transcript 
(video: Cleaning_Teacher Label) 
 
 

11. Click on “Transcript” 
 
 
 
 
 
 
 
 
 
 

12. Click on “Edit”  
 
 
 
 
 
 
 
 
 
 
 

Things to look for when cleaning:  
1. Label the teacher with their ID (example: Teacher 01_0101) 
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2. Fix punctuation and incorrect words 

3. Rename Students (give them a pseudonym) 
(video: Cleaning_Renaming Students) 

a. Each teacher was asked to have the target student say the date at the 
beginning of the recording. If this was done and a student says the date at the 
beginning, label them with their target student ID, which can be found on the 
assignment spreadsheet (for example, Target Student 03). If the teacher 
says their name, give them a pseudonym 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
b. Keep a document tab open on the side so you can keep track of which names 

and labels you are using for which students, unless one has already been 
created, then use that one (check the “Pseudonyms” folder in Box) 

c. If you created your own, name the document with the teacher ID and then 
“Pseudonyms” 

i. For example 02_0101 Pseudonyms 
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a. If a non-target student speaks, and the teacher identifies who is speaking, 
change their name to a pseudonym, and then label them “Student A”, “Student 
B”, etc. Keep track of this on your pseudonyms document as well.  

b. If the teacher does not identify which student is speaking, label them as 
“Unidentified Student”  

 
 
 
 
 
 
 
 
 
 
 

 

4. Add student responses that Otter.ai didn’t pick up 
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5. Label Student Responses and Activities 
a. Whole Class 
(video: Cleaning_Whole Class Responses) 

i. When the whole group responds (choral response), label as “Whole 
Class”  

 
 
 
 
 
 
 
 
 
 
 
 
 

b. If many students are shouting out different responses, label as “Whole 
Class” but in the script type “(varied responses)” 

 
 
 
 
 
 
 
 
 
 
 
 

c. If the students are just talking amongst themselves, but not in regards to the 
lesson, label as “Whole Class” and in the script add “(chatter)” 
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d. Individual Activity 
(video: Cleaning_Individual Activity and Small Group) 

i. If the students start working on an individual activity, label as 
“Individual Activity” and in the script add “(students working 
independently)” 

 
 
 
 
 
 
 
 
 
 
 

e. Small Group 
i. When students are working in pairs or small groups or engaging in 

small group discussions, label as “Small Group” and type “(small 
group discussions)” or “(partner discussions)” 
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f. Inaudible 
(video: Cleaning_Inaudible) 

i. If you know a student is speaking but you can’t understand what they 
said, label them as described above and then type a blank line 
_________________ 

 
 
 
 
 
 
 
 
 
 
 
 

g. Adult Labeling 
(video: Cleaning_Adult Labels and Videos) 

i. If there is another teacher/adult in the room, you can give them a 
pseudonym, label them as “Teacher A”, “Teacher B”, etc. If you don’t 
know their name, label them as “Unidentified Adult. 
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h. Video/Audio  
i. If a teacher plays a video or audio, label as “Video” or “Audio” and 

then a blank line ____________. Don’t worry about transcribing this.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Once you are finished cleaning the transcript, click “Done” 
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Exporting the Transcript  
(video: Saving and Exporting the Transcript) 

 
7. Export as a .txt file. Make sure to unclick the “Combine all paragraphs in to one” 
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8. Click on “Summary” 

 
 
 
 
 
 
 
 
 
 
 
 

9. Click “Copy Summary” 
 
 
 
 
 
 
 
 
 
 
 

10. Open the .txt file, type “Summary” at the top and paste in the summary.  
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Edit the summary  as needed to match the speaker names, and for clarity, and save. 
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Uploading the Transcript into Box 
(video: Uploading the Transcript into Box) 
 

12. Go back to Box in the “Final Data” folder and open the “Transcripts” folder 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Upload the .txt file in the “Transcripts” folder 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Edit the file name by deleting the “otter_ai” and adding “_transcript” to the end.  
a. For example, rename from 05_0101_L01_otter_ai to 

05_0101_L01_transcript.  
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15. If you had to create your own list of pseudonym, go back to the “Research 

Assistants” folder and click on “Pseudonyms” folder 
 
 
 
 
 
 
 
 
 
 
 
 

16. Upload your list of pseudonyms. Label it with the teacher ID and “Pseudonyms”  
a. For example, 01_0101 Pseudonyms 

 
 
 
 
 
 
 
 
 
 
 

17. Go back to the “Transcript Assignments” spreadsheet and type in the lesson 
theme (only type in the lesson theme once you have uploaded the transcript. This 
signals to me that you have finished it!) Then go on to the next assignment!  
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Full Names 
1. Make note of the time stamp and the context 
2. Go into the “Research Assistants” folder and click on the “Audio Recordings with 

Full Names” spreadsheet 
3. Open “Online”  

 
 
 
 
 
 
 
 
 
 
 
 
 

4. Fill out with the name of the audio recording, the time stamp, and the context  
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