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- The purpose of this application is two-fold:
- determine if there is a correlation among different factors associated with transcription or 

correction accuracy
- build  a database of textually digitized Project CHECO reports for creation of a website and 

other uses
- All documents used in this application have been approved for public release by the U.S. 

government
- Personally identifiable information will be anonymized, not be available to the researcher, and not 

be associated with individual performance 2



Quick Start
This is a quick-start guide to navigating and using the Recovered Memories application. For more detailed 
instructions, see the rest of this guide. IMPORTANT NOTE: BECAUSE THIS APPLICATION  REQUIRES 
MANIPULATION OF DOCUMENTS, IT WORKS BEST ON A LAPTOP OR DESKTOP COMPUTER.

Sign in Choose document using ‘Sort By’ 
and ‘Search’ functions

Choose whether to review document 
using ‘View,’ or ‘Transcribe’ or ‘Correct’

NOTE: Due to unresolvable compatibility issues, we strongly suggest 
NOT USING Microsoft Edge or Internet Explorer.  
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Save to work on later; or Submit when 
complete

Transcribe or correct using guidelines found 
later in this document

Repeat if you would like to process another 
document

Quick Start (cont’d)
This is a quick-start guide to navigating and using the Recovered Memories application. For more detailed 
instructions, see the rest of this guide. IMPORTANT NOTE: BECAUSE THIS APPLICATION  REQUIRES 
MANIPULATION OF DOCUMENTS, IT WORKS BEST ON A LAPTOP OR DESKTOP COMPUTER.
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Dashboard Instructions
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Familiarization

• The dashboard serves two functions:
• to see and arrange all 112 Project 

CHECO reports in the app
• to transcribe/correct and then 

submit completed documents
• Sort documents by title, author, page 

length, or date (default)
• Limit titles by key word search 
• Topics range from battles lasting a day or 

two; lengthy, full-scale operations; 
command and control; foreign air forces; 
and many more.

• IMPORTANT NOTE: all documents used in 
this application have been approved for 
public release by the U.S. government
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Documents

• Each document box includes 
title, author, page length, date 
written, and a synopsis of the 
work

• default organization of 
documents is by date 
written, earliest to most 
recent

• Sort options to rearrange or limit 
documents

• option for top-bottom, 
bottom-top view

Sort options

Option to 
reverse list

Document box
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually 
digitize Project CHECO documents. 

Documents Arranged by Title

• If you would like to alphabetize studies by title, use ‘Sort By’ ‘Title’ to arrange 

Alphabetize by title

Reverse 
alphabetize
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually 
digitize Project CHECO documents. 

Documents Arranged by Author

• If you would like to group studies 
by author

• use ‘Sort By’ link to arrange 

Reverse alphabetize

Alphabetize by author
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Documents Arranged by Page Length
• If you would like to transcribe/correct a 

shorter (or longer) document, group 
studies by ‘Pages’ 

Sort by ‘Page Length’

Longest to shortest ‘Page 
Length’
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Sort by ‘Date’

Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually 
digitize Project CHECO documents. 

Documents Arranged by Date
• If you would like to arrange by publish date
• Documents default to ‘Date’ sort Sort by most recent 

to oldest
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually 
digitize Project CHECO documents. 

Limit, Sort Documents Using Search Function
• Type key words into search bar; document list automatically reflects search

Search term



Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Working with the Documents

• Once you’ve become familiar with the collection and 
found something you would be interested in working 
with, decide whether you would like to simply 
transcribe your document from scratch, or correct an 
existing text file that has been generated through 
optical character recognition (OCR) software.   

• ‘View’ allows you to take a look at a cleaned 
up version of the original document just to 
get an idea of its content

• ‘Transcribe’ opens up two windows on your 
screen, one blank (for inputting your 
transcription), and one showing the 
document

• ‘Correct’ opens up two windows on your 
screen, one a ‘text file’ in need of correction, 
and one showing the original document 

Options
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Working with the Documents
• ‘View:’ 

• Purpose of ‘View:’ to see if you 
would be interested transcribing or 
correcting the document

• Controls within frame allow 
standard document manipulation, 
to include download save, etc.; as 
well as viewing the original scan

View the original, “dirty” PDF scan

Return to previous screen Print, download, etc
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Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Working with the 
Documents
• ‘Transcribe:’ 

• To transcribe the document 
on right, simply retype it into 
the blank frame on left

Type here

IMPORTANT NOTE:  When transcribing a document, it is best to use a laptop or desktop computer. View the original, “dirty” PDF scan

‘Save’ your work and 
return to it later

‘Submit’ your work when you 
have finished working on it
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IMPORTANT:  When correcting a document, it is best to use a laptop or desktop computer. 

Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

Working with the 
Documents
• ‘Correct:’ 

• To correct the document, 
simply review existing text 
(frame on left), compare it 
to original (frame on right), 
and edit as necessary

Correct/edit here

View the original, “dirty” PDF scan

‘Save’ your work and 
return to it later

‘Submit’ your work when you 
have finished working on it

15



16

Dashboard Instructions (cont’d)
This section will guide and assist you in navigating the dashboard, and how to use it to accurately textually digitize 
Project CHECO documents. 

IMPORTANT NOTE: If you are unsure about words/characters/blanks spaces, etc. in the 
“preprocessed” document you are working from, open the “original” scan (located in 
bottom right of dashboard – see previous two slides) and use it for clarification.



General Guidelines for Transcribing or Correcting a Document
These guidelines address the format to be used for textually digitizing a Project CHECO report. 

Getting Started
After you have decided upon a document, you will be prompted to select a method for textually digitizing it, 
either to transcribe, or correct an existing text file with a varying amount of errors. There is a blank frame 
provided for the work. In either  case, the following guidelines apply.

Housekeeping
• If you desire, save your work as a .txt file to your computer. Although this application is designed to 

automatically save your work to a server, in the unlikely event of a malfunction a backup of your work 
will ensure it is not lost.

• Using a program such as NotePad to create the .txt file is a best practice. Word processing programs 
such as Microsoft Word often automatically inserts unnecessary programming. 

Format Requirements
• Do not include footnote numbers in your work. Authors generally footnoted their work as shown in the 

“original” scanned document. The footnotes have generally been removed in the “preprocessed” 
version (what you will work from), but in those cases where a number escaped removal, do not include 
it.
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General Guidelines for Transcribing or Correcting a 
Document (cont’d)

Format Requirements (cont’d)

• Do not include page numbers. Similarly, written Project CHECO reports featured page numbers. 
These should not be included in the final transcript/corrected file. 

• Do not include hyphens that break up a single word. In the days of typewriters, these were most 
often used at the end of a line when a word was too long to fit. 

• Include hyphens deliberately inserted between words by the author. Most often used to indicate a 
compound adjective, these hyphens should REMAIN in your transcript.

• Do NOT correct misspellings that occurred in original document.
• DO correct misspellings that resulted from the OCR. 
• Use single-spacing between lines.
• Use a single space between sentences. Another remnant of the typewriter era is the use of two 

spaces after sentences. Modern technique – generally, but not universally – calls for a single space. 
• Use two hard returns to indicate a new paragraph; do not use a tab. See example. 
• Inconsistent translation of non-standard punctuation within text will not be considered an error. 
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This is an unedited reproduction of a page from an early CHECO report, a “dirty” PDF. 

To clean up document, it was 
“preprocessed” to remove as 
many stray marks, 
photographs, charts, 
unnecessary text, footnotes, 
page numbers, and old 
classification markings as 
possible. 

EXAMPLES OF ITEMS 
REMOVED DURING 
PREPROCESSING
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Previous page appearance after preprocessing
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Footnotes 
removed

Binding marks, random 
speckling removed 

Page numbers, strike-out 
marks removed

ORIGINAL SCANNED 
PAGE
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PREVIOUS PAGE AFTER 
PREPROCESSING
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Optical character 
recognition software 
was then applied to 
the preprocessed 
document, resulting in 
an imperfect .TXT file. 
The page to the right is 
an example.

Errors in an OCRd
document are 
generally of three 
types: 1) misspelled 
characters 
(substitutions), 2) 
inclusion of incorrect 
symbols or spaces 
(insertions), and 
removal of a character 
or space (deletions). 
This page has all three.

Errors: 
misinterpreted 
characters 
(substitution).

Errors: 
misinterpreted 
case 
(substitution).

Error: added 
character 
(insertion).

Error: missed 
spacing 
(deletion).
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Whether you choose to 
transcribe or correct, 
this is an example of 
the end product you 
will produce in the left 
frame of the 
application’s 
dashboard.

Corrected OCR page 
.txt file.
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Definitions

• Original document: The original Project CHECO documents were scanned from microfilm or paper. 
The result is an image-based, “dirty” .pdf file. 

• Pre-processed document. Before an original document can be processed through optical character 
recognition software, it must be pre-processed either manually or automatically to remove 
unnecessary or unreadable data. For Project CHECO reports, pre-processed documents had the 
following removed (insofar as possible):

• Artifacts from the scanning, copying, or microfilming process
• Photographs
• Charts
• Page numbers
• Footnotes
• Classification markings
• Distribution List
• Bibliography
• Miscellaneous text 

25



Definitions (cont’d)

• OCR: Optical character recognition is a process used to convert images of text into digital text. For 
archival documents, OCR is generally used to aid in search functions, but not to create 100 percent 
accurate textual digitization of a document. For this project, all CHECO reports have been run 
through OCR software in order to give participants the option of correcting the OCR product rather 
than transcribing the document in its entirety. Errors resulting from the OCR process generally 
include:

• Substitutions, i.e. mistaking one character for another
• Deletions, i.e. not reading a character and thus omitting it
• Additions, i.e. adding an extra character where one does not exist in the original file  
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• In short:
- The purpose of this application is two-fold:

- determine if there is a correlation among different factors associated with transcription or 
correction accuracy

- build  a database of textually digitized Project CHECO reports for creation of a website and 
other uses

- Personally identifiable information will be anonymized, not be available to the researcher, and not 
be associated with individual performance

- All Project CHECO reports have been approved for public release by the USAF   

• Steps:

- To sign up, fill out demographic questionnaire and consent form  
- Log in to review the Project CHECO documents available for textual digitization
- Select a document
- Decide whether you want to TRANSCRIBE or CORRECT an OCR’d document
- Perform the work
- ‘Submit’ when complete
- Complete short survey
- Repeat

Summary
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