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INTRODUCTION
Thank you for volunteering to participate in the first crowdsourcing project of the United
States National Arboretum, Everlasting Plants. The Arboretum’s collection of pressed,
preserved plant specimens (an herbarium) numbers nearly 700,000 sheets and was recently
imaged in its entirety. This marks the first time that a federal (U.S.) herbarium collection has
been 100% imaged! We need your help to digitize the collection data from each specimen to
make these world-class museum objects more widely accessible.
We hope you will enjoy working with this collection of preserved plant images while also
making a lasting contribution to the Arboretum’s mission of cultivating interest and promoting
research of plants.

REGISTRATION
All participants need to register in order to transcribe data. Visit https://heritagehelpers.org/
and click the ‘Register’ button at the top right corner of the screen. Fill out the registration
form with your details and click ‘Register’ at the bottom. Your email address and the password
you selected will be your login information each time you visit the website.

DATA ENTRY
Overview of the transcription interface
From the project homepage, select the ‘Data entry’ button. This will open the main
transcription interface (FIG. 1).
In the center of the screen, you will be presented with a digital image of an herbarium
specimen. Along the left of this image there will be a range of tools and options which allow
you to perform actions like adjusting the magnification level (zoom), rotating the image, and
changing the brightness/contrast as needed.
All the data entry fields can be found on the far left side of the screen. These fields represent
the core collection information that may be present on the specimen label for you to
transcribe. Data you enter will appear on the far right of the screen as you save your progress.
Filling-in the data entry fields
Information that you enter (transcribe) for each specimen is critically important! The data will
become searchable and linked to the image to help researchers around the world discover and
utilize our material like never before.
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The transcription process is divided into two simple steps. Step 1 involves entering relevant
data from the specimen image, which may include:
• Collector name(s)
• Collector number
• Date(s)
• Country
Step 2 is the finalization step prior to submission (see ‘Finalizing your work’ on pg. 3). Here you
will be able to check your data before sending it to the database.
The data you are entering comes from a label, either typed or handwritten, that is attached to
a specimen and is usually found in the bottom right corner of the image (FIG. 2). Labels will vary
in size, length, and detail but remember that we are only looking for the four pieces of
information mentioned above.
Some data fields will only need one piece of information, while others allow multiple entries
using the ‘+ Add another value’ feature. No fields are strictly mandatory, since any given
specimen label may not have all the information being requested, but please input the relevant
data when it is present. Missing data can be left blank. See FIG. 3 for some examples of data
found on various labels.
You will be asked to enter the following data, if available:
1. Collector(s)
The person(s) who collected this specimen. Enter in the format “Smith, John D.” for
each collector separately using the ‘+ Add another value’ button. Each collector should
have their own entry in the field. Do not include spaces between initials.
Sometimes the collector is a group or entity (e.g., “NACPEC96”, “Botany 201 Class”),
which should be entered as they appear. Enter “Unknown” if no collector is listed at all.
Collectors may be indicated by the notation “coll.” or “leg.” on the label. Not to be
confused with “det.”, which indicates the person who identified the specimen.
Example:

Dudley, T.R.
[+ Add another value] Palmer, Edward
[+ Add another value] Meyer, Frederick G.

2. Collector number
The number associated with this collection. Can be a combination of letters and
numbers, and may begin with “no.” or “#” or be called a “field number” or a “herbarium
number” on the label. Sometimes the number simply comes directly after the collector’s
name. Enter “@@” if no collector number is given anywhere.
Example:

1203-A
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3. Collection start/end date
The date, or range of dates, that this collection took place. Enter the corresponding
numerals into the appropriate day, month, and year fields in DD | MM | YYYY format.
If only one date is listed, enter this in the ‘on/from’ fields only; for date ranges, enter the
second one in the ‘to’ field. Missing data should be left blank.
Example:

19 | 5 | 1925

[for May 19, 1925]

4. Country
The country where the plant was collected, either as explicitly listed or inferred. Choose
an option from the drop-down menu. If the country cannot be determined, leave blank;
if the country name is not already listed in the drop-down menu, please report it using
the ‘Selection Tool’ (see FIG. 1; more details on pg. 4).
Example:

United States

Noteworthy specimens
Sometimes a specimen is interesting or unique enough to warrant special attention! If you see
something that you would like the Curator to take a closer look at, use the ‘Noteworthy’
button, which is always visible in the bottom left corner of the transcription interface (see
FIG. 1), and include a brief explanation of why.
Some specific situations that call for the use of the ‘Noteworthy’ button include:
• If you see the word “Type” or the notation “sp. nov.” on the label
• If there is more than one barcode somewhere on the specimen
Saving your progress
Transcribing specimen label data takes a great deal of concentration and attention to detail, so
if you need to take a break—and please do!—use the ‘Provisional save’ feature. As the name
implies, this will save your progress without fully submitting the data so that you can leave the
website as needed.
Please note that any specimen you have been working on will be provisionally saved for 48
hours. If you do not return to the image within this period, your work will be discarded and the
image released for another participant to work on.
Finalizing your work
Once you have finished working on your specimen image, you can submit the completed
transcription by pressing the ‘Finalize’ button in Step 5. This will ensure your work is saved and
sent to us for validation. At this point, you can then continue to work on another specimen
image, which will automatically be assigned to you.
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ISSUES AND QUESTIONS
As you are transcribing you may run into some difficulties along the way. Sometimes a label is
in a foreign language, or the handwriting is just too hard to decipher—sometimes the data is
completely obscured by something else on the sheet!
There are a few ways to address issues if they come up. One is via the ‘Selection tool’ directly
within the transcription interface (see FIG. 1) before finalizing your work. Use this tool to draw a
box around the problem/question, confirm by clicking the check mark, and then use the text
space provided to explain the issue or ask a question.
Note: If you are having technical issues, please include “@heritagehelpers” in your
question submission so that our IT team receives your message promptly.
Another option is to use either the ‘Unusable’ or ‘Too difficult’ buttons. These are always
visible in the bottom left corner of the transcription interface (see FIG. 1).
‘Too difficult’ can be used for times in which data is present on the label, but you are personally
unable to transcribe it (e.g., it is in a language you can’t understand, the handwriting is
unreadable, etc.).
‘Unusable’ is for situations in which the image quality is too poor, the label is obscured, or there
is no data present at all to transcribe.
Note: Using either the ‘Unusable’ or ‘Too difficult’ buttons will close out transcription
on the current image and automatically assign a new one to you. Any data fields
entered will be discarded.
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FIGURE 1

①
number

⑧

⑥
⑦

②

③
④
⑤
⑩ ⑪ ⑫
FIG. 1. The main transcription interface. A full description of each numbered component is listed on the next page (pg. 8).
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⑨

Explanation of numbered components in FIG. 1:

① Collector(s): Data entry field for the person(s) who collected this specimen.
See pg. 2 for detailed data entry instructions.

② Collector number: Data entry field for the unique collection (or “field”) number assigned to
this specimen. See pg. 2 for detailed data entry instructions.

③ Dates: Data entry field for the date, or range of dates, that this collection took place.
See pg. 2 for detailed data entry instructions.

④ Country: Data entry drop-down menu for the country where the specimen was collected.
See pg. 2 for detailed data entry instructions.

⑤ Provisional save: Allows you to temporarily save your progress before submitting.
⑥ Image manipulation tools: These buttons allow you to adjust and change the image as
needed. The nine (9) icons, from top to bottom, allow you to:
Zoom in or out;
Reset to the default view;
Rotate counterclockwise or clockwise;
Make the interface full-screen;
Toggle the “navigator” view (see ⑦, below);
Select portions of the image to ask the Curator questions;
Control the brightness and contrast.

⑦ Navigator window: Shows where in the image you are currently looking/working.
⑧ Data progress: After you enter text and click ‘Next’, the data will appear here.
⑨ Special characters: Opens a tool which allows you to insert accent marks and diacritics.
⑩ Noteworthy!: Use when the specimen appears to be particularly unique or interesting.
See pg. 3 for more details.

⑪ Unusable: Use if there is a problem with the image itself, the data is totally obscured, or
no data exists at all. See pg. 4 for more details.

⑫ Too difficult!: Use in instances when label data is present, but cannot be transcribed by
you (e.g., because of the handwriting). See pg. 4 for more details.
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FIGURE 2

FIG. 2. A typical specimen image. The label, highlighted in red, is usually found in the bottom right
corner of the sheet and contains the information that is to be transcribed.
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FIGURE 3

FIG. 3. Examples of various specimen labels you may encounter. In this project we are only
transcribing four fields: Collector Name(s) [red box]; Collector Number [blue box]; Date(s)
[yellow box]; and Country [green box]. Note that the country must be inferred in some cases.
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