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Save your files by burning them onto a CD or DVD. These instructions are for burning audio files
to a CD, but can also be used to burn a DVD. Once the files are burned, they cannot be further

edited. It is highly recommended that you save your files to a USB drive in addition to a CD/DVD
to provide a backup.

1. Pressthe button to open the computer CD/DVD drive and place the DVD in the
drawer. Close the drawer carefully.

2. Wait as the computer recognizes and reads the disc.
3. Click on the prompt that appears in the bottom right corner.

& AutoPlay

a. Click Burn files to disc.

DVD RW Drive (D:)

Choose what to do with blank DVDs.
° Burn files to disc

File Explorer
. Take no action

b. This will open the Burn a Disc window.
4. If the prompt does not appear, click on File Explorer: —

™

a. Double-click on the blank DVD which should have appeared.

%) < Manage
wome  shore view | brve oo

T > DVD RW Drive (D)
Name

7t Quick access

I Desktop

4§ Downloads

|5 Documents

&= Pictures

DVD Tutorials
b Music
i Videos

@ Creative Cloud Files
@ OneDrive
= This PC
DVD RW Dirive (D)

~- USB Drive (E)
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5. This will open the Burn a Disc window.
6. Type atitle for your disc (default is the date). This is optional.

Burn a Disc b4

How do you want to use this disc?

Disc title: | Mar 07 2023

7. Select how you want to use the disc.
a. Like a USB flash drive: save, edit, and delete files on the disc at anytime.

a Disc *

How do you want to use this disc?

Disc title: | Mar 07 2023

(@ Like a USB flash drive
Save, edit, and delete files on the disc anytime. The disc will work
on computers running Windows XP or later. (Live File System)

() With a CD/DVD player
Burn files in groups and individual files can't be edited or
removed after burning. The disc will also work on most
computers. (Mastered)

Which one should | choose?

Mext Cancel

i. Click Next
ii. Find the files you want saved on the CD or DVD.
1. These could be on the Desktop in one of the folders, or in the
Documents or Videos folder. It depends on the equipment you
used to digitize the files.
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Select the files to be added to the disc. Click and drag them to the CD

or DVD drive icon on the left.

* Dac.. * YHS 0. v | L Search VHS 1o DVD

# Quick access
I Deskiop
& Downloads *

[ Documents -
DVD 093753 0

& Pictures
CVD Tularials

& Music

B videos

= Creative Cloud Files
& CneDrive

= This PC

DOVD R Drive {D:) W

= LISB Drive (B3

¥ Network

litem  1itemn selected 225 MB B :.'.|

iv. Click the CD or DVD icon to confirm the files transferred to it.

1. You can now eject the disc.

b. With a CD/DVD player: burn files in groups and individual files can’t be
edited or removed after burning.

[ 53

IC»

IC=

-
=
=
-

i Mext Cancel
A S
A& TarL12 1272171004 7.00 DRA

Fay

Burn a Disc

How do you want to use this disc?

Disctitle:  Example Disc|

(") Like a USB flash drive

Save, edit, and delete files on the disc anytime, The disc will
work on computers running Windows XP or later, (Live File
Systemn)

O With a CD/DVD player

Burn files in groups and individual files can't be edited or
removed after burning, The disc will also work on most
computers. (Mastered)

Which one should | choose?

Click Next in the Burn a disc window. The disc formatting process begins.
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~

= Manage

®

I * DWD RW Drive (D)

MName Yate modilied

# Owick access
B Desktop ‘ Drag files ta this folder to add them to the disc.
¥ Downloads
= Documents
== Pictures *
CAD Tutorials
J Music
E Videos
@ Creative Cloud Files
& OneDrive
B This PC
DVD RW Drive (D3
= USH Drive {E}
i Network

| Oitems

ii. Find the files you want saved on the CD or DVD.
1. These could be on the Desktop in one of the folders, or in the
Documents or Videos folder. It depends on the equipment you
used to digitize the files.

iii. Select the files to be added to the disc. Click and drag them to the CD
or DVD drive icon on the left.

A = slay .
[ [ e °

~ . « Do, * VHS (0. v | Search VHS 1o DVD

# Cuick access
I Deskiop
¥ Downtoads

[3] Documents

& Pictures

VD Tutonals

gt Music
B vinens
PR £ Windows Explarer
& Doeliive
= Tiiis FC You have files waiting to be burned

DND RW Drive (D) M
e LIS Drive (3}

i Network

iv. The files display in a Files Ready to Be Written to the Disc window.
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v. Right-click the empty area or on three-dots menu (. .. ). Click Finish

burning.
BD-RE Drive (D) E +
(3 G G > BD-RE Drive ()
() Mew Tl Sort = View Pt Eject san
/} Home Mame Diate modfied k,-;’ Undo e e
~ Files Ready to Be Written to the Disc
B Gallery Finish bumi
TrackOl ing 1KB
Onelrive
Tracki2 Y - Optimize KB
Track03 12/31/194 PN Fomiat KB
B Desktop # . 2431119 kB
4 Downlosds # Trackl5 s3vas oo py A¢ Pin to Quick access e
ol Documents # Trackle 1273171954 7:00 PM = Select all 1KB
e TrackiT 13797,/1994 700 PR (i
M Pictures 4 o 99 Select none
: Track0g 127317719 1KB
& Music +* 2% Invert selection
Track0d KB

vi. Type a title for your disc if you like (default is the date). Click Next.

X

= Burn to Disc

Prepare this disc

Disc title:

[ Mar 07 2023

Recording speed:

8x v

New files being burned to the disc will replace any files already on the disc if they have
the same name.

[[J¢lose the wizard after the files have been burned

- o

vii. The files will now be burned to the disc.

= Bum to Disc

Please wait...

Eurming tha éata files to the disc...

Estimarted fima loft: 30 somonds

Next Cancel
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viii. Click Finish to close the window. You have successfully burned your
files to the disc, and it can be ejected.

=~ Bumn to Disc

You have successfully burned your files to the disc

Do you want to create another disc using these same files?

[CIves, burn these files to another disc

To clase this wizard, click Finish.

Finish Cancel
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Geauga County Public Library recommends saving to a USB drive (also known as a flash drive or
a memory stick). The library recommends saving to a USB drive as it is easier, faster, can hold
more files, and the most current storage device.

The library recommends at least 8GB of storage data, but USB drives come in multiple sizes.
Choose the best size for your projects and budget: larger media like videos will take more room,
smaller media like documents and jpg images will take less. Refer to Storage Recommendations
in the Digital Legacy Lab binder for data storage size suggestions.

The Digital Legacy Lab uses Windows PCs. Be sure to bring drives that are formatted to work
with Windows. If your USB drive is used with a Mac computer, it may not work properly.

The best practice is to save your files as you digitize and not wait until the end to save
everything if you can avoid it. This will make saving go faster.

To save to a USB drive:

1. Plugin your USB drive into a USB port on your computer. The USB ports on the Digital
Legacy Lab PCs are located on the right side of the screen.

2. Locate the folder on the desktop where your files are stored.
a. You can also open This PC and check the Documents or Photos folders if you
cannot locate them. The library has set up the save locations, but sometimes
these can change depending on the software. You can check where they are

saved in the software.

M Tispc X +
& 4 G J > ThisPC > Search This PC
a6 i) @] . Sort = View L Fject
& Downloads ~ Devices and drives
= Documents BB LocalDiskiC) ILuca\ Disk (D)
1A Pictures 357 GB free of 443 GB BN 55 B frecof 099 GB 30.9 GB free of 30.9GB
Scarlett Solo 4th (G:) USB Drive (1)
O Music BD-RE Drive (F) —
= 92.0 KB free of 140 KB 3.74 GB free of 3.74 GB
1 Videos
Quick Start Guic
Sereenshots
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3. Highlight the files you want to save by clicking and dragging around the files with the left
mouse button. You can also move them one at a time.

= Video Guides x | + -
& 2 4 (&} J > Video Guides Search Video Guides
@ New ~ & @ a ® W T Sort O View -
o L L 2
A Gallery
> @ OneDrive
8mm Converter Cassette Tape FastFoto Photo Film and Slide Flatbed Scanner VHS Converter
Converter Scanner Scanner
(B Desktop »
| Downloads *
=] Documents »
P9 Pictures »

4. Click and hold the left mouse button while over the highlighted files. While still holding
the left mouse button, move the mouse so it is over the USB drive on the left. When the

computer says, “Copy to [USB Drive Name]” release the button and the files will start
moving.

— Quick Start Guides a a a a a ]

__ Screenshots

> g Creative Cloud Files 8mm Converter Cassette Tape FastFoto Photo Film and Slide Flatbed Scanner
Converter Scanner Scanner

v [ ThisPC

> e Local Disk (Cy)

to USE Drive (1)
> [ Scarlett Solo 4th (G?)

> wem USB Drive (1)

> 4 Network

a. If the files are large or there are a lot of them, this may take some time.

__ Video Guides X +

(5) 12% complete

Copying 7 items from Video Guides to USB Drive (I:) @ New ~ ‘}6 o ED
12% complete
. _ Quick Start Guides ]
__ Screenshots
~ More details
> g Creative Cloud Files Bmm Convel
~ [l This PC

> % Local Disk (C)

> e Local Disk (D) |

> e Local Disk (E:)
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b. If the computer says the files are too large, refer to Saving to a ZIP Folder in the
Digital Legacy Lab binder.
5. Once your files are moved, right click the mouse button on the USB drive and choose
Eject. Never remove the USB drive without ejecting it first as it may corrupt the files.

== USE Drive (k) x +
L e & ) » ThisPC > USE Drive (k)
Eject or remowe the selected drive or device.
' New T Sort View = 4 Eject
0 Quick Start Guides O Name 3 Date miodifie
= Screenzhots This falder 15 emply

a. A window will pop up in the bottom right corner of the screen that says “Safe To
Remove Hardware.” Once you see this window, you may remove your USB drive.

. windows host process (Rundll32)

Safe To Remove Hardware
o The "USE Drive {|:)' device can now be

safely removed from the computer.
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If an error message appears that says the file is too large to transfer to your USB drive, but
there is enough space on the drive for your file, follow these steps. This will save your file(s) in a

zip file, a compressed file.

For example, you can use a zip file if you have an 8GB USB drive and a 5GB video, but the
computer says it cannot save the file because it is too big.

1. Open the location of the video files in File Explorer.

a. Either open Video Files on the Desktop or VHS to DVD folder in the

Documents Folder.

Bl M = | Documents - O X
Home Share View o
« v 4 & » This. > Docu.. v O 2 Search Documents
~ Name Date modified Type
FF Quick access
Adobe 2/10/2023 9:36 PM File folder
[ Desktop = AR
| VHS to DVD | 2/21/2023 10:50 AM File folder
¥ Downloads
fj Documents
= Pictures
J! Music
E Videos
@ Creative Cloud Fil¢
. @ OneDrive
= This PC v < >
WEEEGIES o 2 tems EE

2. Click Documents and then New > New Folder to create a new folder.

[ = Documents X +
< e (] [J] » Documents *
& New Tl Sort = View
~
Date modified Type Size
Folder
File folder
A__Shortsdt
File folder
Bitmap image §
Templates File folder
@3 Micresoft Word Document . X
File folder
—~ 2 - _
M 1 = |VHStoDVD - o x
Home  Share [ 7]
« v o » This PC > Documents > VHSto DVD » v O H
s Quick access
I Deskiop
¥ Downloads
=) Documents 3 3 3
e DVD Folders DI Files DVD_1046240  DVD_104835.0  DVD_1043420
= Pictures
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4. Click and drag around the files you want to save to your USB drive. This will highlight

Play VHS to DVD _ O x
Home  Share  View | video Tools o
« v 1 > ThisPC > Documents > VHSto DVD v O P Search VHS to DVD

st Quick access
I Desktop
¥ Downloads

|=| Documents
DVD Folders UDI Files Videos

DVD_104942_0

&= Pictures

« ~ 1 1 > ThisPC > Documents > VHS to DVD ~

c

g

S
&

# Quick access

Lo —_—
& Downloads
| Documents & 2| : i :

| 0y DVD Folders DI Files Videos DVD1048240  DVD_104835.0 VD Folders DI Files Videos
& Pictures ’

6. Right-click on the folder. A menu will appear.
a. Select Compress to > Zip file
b. Then click Add to “Videos.zip”
i. NOTE: it will not say “Videos” unless that was the name of the folder you

created. It will say your folder name.
7. The computer will make a zipped folder.

z] 65% Compressing C:\Users\GCMML\Doc
Elapsedtime 00:00:01
Remaining time: 00:00:00
| Files 3
/3
| Adding

Videos)
| DVD_104942_0.mpg

Background

Total size
Speed
Processed
Compressed size

Compression ratio:

Pause

- O >

108 MB
69 MB/s
72188 KB
40009 KB
55%

Cancel
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8. Click and drag and new zipped folder to your USB drive.
a. A zipped folder has a zipper on it:

M = | Play VHSto D
Home Share View Video Tools

=)
(]

A v 4 * This PC * Documents * VH5to DVD v D O Search VHS to DVD
JI
7+ Quick access [
2
[ Desktop » s
¥ Downloads » E
Iﬂ Documents » '
DVD Folders UDI Files Videos Videos
=/ Pictures »
J" Music
B e
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CD and DVD files are already digital files, but you can transfer or migrate the files to a newer
format such as a USB drive. There are multiple ways to transfer the files depending on the disc.
Review these options and choose which one works best.

Table of Contents

Click and Drag Files

If the files are saved on the CD or DVD like a flash drive, they can be moved easily to a USB
drive. This process is for homemade CDs or DVDs.

1. Plugthe USB drive into the computer.
2. Press the button to open the computer CD/DVD drive and place the DVD or CD in the
drawer. Close the drawer carefully.

3. Wait as the computer recognizes and reads the disc.
4. Click on File Explorer.

™
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5. Click on the DVD drive.

= Play DVD RW Drive (D) Jan 20 2023

« v 1 > ThisPC > DVD RW Drive (D:) Jan 20 2023

- o X
(7]

v | O ©  Search DVD RW Dr...

DVD Tutorials ™ Name Date modified Type Size
& Music

~~ Files Currently on the Disc (1)
i Videos

& DVD_153912.0 1/20/2023 3:40 PM MPG Video File (V... 66,19
@ Creative Cloud File

@ OneDrive

= This PC

¥ 3D Objects
[ Desktop

[5| Documents
¥ Downloads
D Music

&= Pictures

E Videos

£ Windows (C)

DVD RW Drive (I

w USB Drive (E:)

DVD RW Drive (D:
v <

Titem  1item selected 646 MB -
6. Click and drag the files to the USB drive.

[ Play DVD RW Drive (D) Jan 20 2023 [m} X
Home  sShare  View  Video Tools (7]
— v 1 > ThisPC > DVD RW Drive (D)) Jan 20 2023 v o o Search DVD RW Dr...
DVD Tutorials ™ Name Date modified Type Size

b Music + Files Currently on the Disc (1
m Videos A
& DVD_153913.0 1/20/2023 3:40 PM MPG Video File (V... 66,19¢

@ Creative Cloud File
@ OneDrive

% This PC

- 3D Objects
I Desktop
fﬂ Documents
¥ Downloads
J Music

&=/ Pictures
i Videos

L. Windows (C)

DVD RW Drive
- USB Drive (£)

DVD RW Drive (D: -

<

tem 1 fem selected 646 M H=

7. Remove the DVD.
a. Right-click on the DVD or CD drive and choose Eject.
b. Press the button on the DVD drive and the disc will eject.

8. Add another DVD and repeat steps 2-8 or remove the USB drive when ready.
a. Right-click on the USB drive and choose Eject.

b. Click on the carrot in the bottom right corner of the screen and click on the USB
icon.

Transferring Media 77



E | Geauga County
Digital Legacy Lab |==E1| Public Library

Rip a DVD with VLC Media Player

Transferring files from a protected CD or DVD is known as “ripping.” Protected CDs or DVDs are
copyrighted or burned directly onto the disc and therefore do not allow the previous process
for transferring the data.

As stated in the user agreement, patrons must follow all applicable intellectual property laws,
including all copyright laws. GCPL reserves the right to halt, delete or disallow the creation of
items that violate Library policy.

1. Plugin your USB drive.
2. Press the button to open the computer CD/DVD drive and place the DVD in the drawer.
Close the drawer carefully.

3. Wait as the computer recognizes and reads the disc.
4. Open VLC media player, which has a safety cone as its icon.

[
Ly )
L

5. Click Media in the top left corner, and then click Convert/Save.

& WLC media player

Mediz  Playbsck Audio Video Subbtle Tgols View Help
Oipen Eile... Cirl+0
Dpen Multiple Files. Cirls Shift+
Open Folder... Cirl=F

) Opsn Die... CiAl=D

%2 Open Metwork Stream. Cel+M

Open Capture Device.. Ctri=
Opsin Locaban leam chpboard Cirls¥
[pen Recerd Fledia

S Plalist ko Bl
Convert / Save..,

&0 Shresen...

6. The Open Media window will appear. Click the Disc tab.
7. Check the DVD box, and make sure that the “Disc Device” field points to the DVD drive.
Click the Convert/Save button to rip the DVD.

Transferring Media 78



E Geauga County
==| Public Library

Digital Legacy Lab

\_ File “E:' Disc = Network El Capture Device

Disc Selection

O Blu-ray () Audio CD () svcpjveo

@® DvD

Mo disc menus

Disc device |D:\ - Jan 20 2023 Browse...

Starting Position

Title Chapter

Audio and Subtitles

Audio track Subtitle track

[ show mare options

Convert / Save | Cancel

8. Choose where the file will be saved. Click Browse and find choose your USB drive.

Source

Source: [dvdsimple:\1\0:\

Type:  dvdsimple
Settings
@) Convert

[] pisplay the output
[ peinterlace

Profile ML ARIE
() pump raw input
Destination
Destination file: | eowse
Start cancel

a. Add a title for the new file and click Save.

&« v 4w > USB Drive (E) v [&] Search USB Drive (E:
Organize v New folder = - 0
D Music ~ Name Size
&=/ Pictures fseventsd
B videos Spotlight-V100
. Windows (C) Trashes
DVD RW Drive (I DVD Tutorials
= USB Drive (E)
DVD RW Drive (D:
= USB Drive (E:)
wd Network
v o< e
| File name: | Test v ‘ |
1 Save as type: |Containers (*.mp4) v
|
- Hide Folders ST Canc
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9. Click Start.

Source

Source: |dvdsimple:\\\D:Y

Type: dvdsimple

Settings

@) Convert

[] pisplay the output
[] peinterlace

Profile MERIEES

() Dump raw input

Destination

Destination file: |E:\Test.mp4 | | Browse

Start Cancel

10. VLC media player will convert your file. Wait for it to finish. Once the bar has loaded all
the way, it is done.

& A

|1 i

11. Remove the DVD. Either:
a. Right-click on the CD/DVD drive and choose Eject.
b. Press the button on the DVD drive and the disc will eject.
12. Add another DVD and repeat steps 5-10 or remove the USB drive when ready.
a. Right-click on the USB drive and choose Eject.
13. Click on the carrot in the bottom right corner of the screen and click on the USB icon.
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