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Annotation Guidelines

Overview

Highlight text with mouse and press one of the colored type buttons. Shortcut: Press 
number key.

When all entities are selected, drag and drop entities in the entity table to set them in 
relation. Delete relations by clicking the "x" button.

Two actions:
 Save & Continue: when annotated or everything has been read (i.e. checked).
 Skip: if nothing was annotated or not everything was read (too much text).

The annotation process can always be interrupted and resumed. 



Special Cases

If an entity appears twice (heading and outsourcing), then only relate the second one, i.e. 
outsourcing, to the company.

If possible, select the outsourcing as the source and the company as the destination. If 
possible, select the company as the source and the location as the destination.

If no company is named but a few annotations have already been made: simply Save & 
Continue.

If the text is very long and tedious, just click Skip.

If sentences are separated incorrectly and no entities can be found: just click Skip.

If location entities are annotated, annotate only cities, no countries, no addresses, no 
postal codes.

Outsourcing which occur in parentheses are annotated as well. 

Always annotate company names as complete as possible, even if company names may 
be misspelled.



Label the first company, but do not put it in relation with 'Portfolioverwaltung'. Only 
'Portfolioverwaltung' to the second company, since we only would like to have 
Outsourcing-Company relations.

The lists in the PDFs have become sentences where you have to recognize how the bullet 
points are related.

If the sentence is incomplete, e.g. the name of the company is not fully written, do not 
make an annotation. Simply Save & Continue.

In case of incorrect or too short annotations, reset and re-annotate them.


