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What can be digitized

Each Geauga County Public Library branch has a fully-equipped Digital Legacy Lab. Media
formats that can be digitized include:

Audio Formats
Vinyl (33 1/3 & 45rpm)

Audio Cassettes
I ||| |I| I CDs

Live audio

Video Formats

8mm film DVDs
Super8 film Mini DVDs
8mm cassettes Mini DV tapes
Hi8 film VHS and VHS-C

Image and Document Formats

Documents and Photographs (up to 8.5"x11")
50mm slides (135, 126, & 110)

Film and photo negatives (135, 126, & 110)
Medium Format Film (up to 2.36"x8.66")
4" x 5” Film
Large format film (up to 8"x10")

Available by request: 78rpm vinyl records; 8mm and Super8 negatives

Available Software:

The Digital Legacy Lab includes editing software to assist patrons with digitization and other
personal design projects. Available software includes:

Image Editing Video Editing Audio Editing
e Adobe Photoshop e Adobe After Effects e Audacity
e Adobe Lightroom e Blender e Adobe Audition
e GIMP e OpenShot
e Inkscape
e Krita

Also included from the Adobe Creative Cloud: lllustrator, InDesign, Dreamweaver, Animate, etc.
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Is training mandatory?

No. All you need to do is sign the Digital Legacy Lab User Agreement when you first
come in to use the lab. In-person orientation is available at least once a month if you would like
more information, but it is not mandatory. The orientation is also available on the Digital Legacy
Lab computer or online at Geaugalibrary.net/DLL for reference.

How do | schedule a session in the Digital Legacy Lab?

Call or talk in-person to the Reference Desk at any Geauga County Public Library Branch,
or schedule online at Geaugalibrary.net/DLL. Sessions are automatically two (2) hours long, but
you can choose any start and end time within library hours (the Digital Legacy Lab closes 30
minutes prior to the library).

Where can | access the tutorials?

Written and video tutorials are available on the Digital Legacy Lab computers. The video
tutorials are available on the Geauga County Public Library website. Physical copies of the
written tutorials are in a binder with each Digital Legacy Lab for reference. You can also
download the written tutorials when you register online for the Digital Legacy Lab Orientation,
or from the Geauga County Public Library website.

To access the video tutorials and digital copies of the written tutorials, please visit
Geaugalibrary.net/DLL.

Is my information safe in the Digital Legacy Lab?

Geauga County Public Library takes privacy very seriously. The Digital Legacy Lab
computers wipe all data at the end of every day. This is an automatic process, and the library
recommends saving periodically throughout your session to ensure your files are not deleted
before you can save them to your USB drive. More information on GCPL’s public computer and
internet policies can be found in Operating Policy 696 Internet Use by The Public.

The 8mm film converter and the Kodak Slide N Scan slide and film converter are not
automatically wiped clean after use. You must manually delete these files from the device as
explained in the written and video tutorials. It is mentioned in the User Agreement that Geauga
County Public Library is not held accountable for data left on the Digital Legacy Lab devices, but
we try to protect your privacy as much as possible and will immediately delete files if found on
the converters.

As an added precaution, you are always welcome to delete any files yourself before
logging off the Digital Legacy Lab computer.
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I would like hands-on training in the Digital Legacy Lab.

The Digital Legacy Lab is designed to be self-service. Written tutorials are available on
the desktop computer or in the Digital Legacy Lab binder, and video tutorials are available on
the desktop or on the Geauga County Public Library website.

For additional support, you may sign up for Consultation Hours with the Digitization
Specialist. Consultation Hours occur at least once a month at each branch in two 2-hour
sessions. To schedule a one-on-one appointment, talk to the library Reference staff, or visit the
Digital Legacy Lab page at Geaugalibrary.net/DLL. The Digitization Specialist will not physically
handle or digitize any of your media.

Library branch staff will not assist with any digitization. Branch staff may assist with
troubleshooting issues only. An assistant of your choosing (such as a family member or friend)
must also sign the Digital Legacy Lab Agreement before they can assist.

May | have someone in the Digital Legacy Lab with me even if they have not
taken signed the agreement?

Yes, you may have a guest with you while digitizing. If your guest has not signed the
User Agreement, they may not touch any devices in the Digital Legacy Lab. We recommend only
one guest as most rooms where the Digital Legacy Lab is located are small.

I don’t know how to use the editing software on the Digital Legacy Lab.

The Digital Legacy Lab includes the entire Adobe Creative Cloud software for editing and
finalizing all your digitization projects. This includes Photoshop Photo Editor, Lightroom Bulk
Photo Editor, Illustrator Image Editor, and Audition Audio Editor. Also included are open-source
editing software such as OpenShot, GIMP, Krita, Inkscape, Blender, and Audacity, which you can
also download at home on your personal computer.

We encourage patrons to explore the software themselves. To learn more, you can
either watch videos on YouTube or access LinkedIn Learning, a free database of courses
available through Geauga County Public Library on the library’s website. Some courses are
hours long, so the library recommends accessing LinkedIn Learning before coming in to use the
Digital Legacy Lab. The Adobe Creative Cloud software also includes hands-on training modules
under “Learn”.

Library staff are not expected to know how to use the editing software.
Can the Digital Legacy Lab digitize 8-track tapes, Betamax, or Reel to Reel?

Not currently.
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Does the Digital Legacy Lab accept requests for other media formats to digitize?

We cannot promise that we will be able to acquire additional equipment, but we are
always interested in knowing if there are additional formats you would like the library to
consider. Email your suggestions to the Digital Legacy Lab at DLL@Geaugalibrary.net.

Can | digitize any other video cassette tapes from a camcorder other than VHS-
C, Hi8, 8mm, or MiniDV?

Yes, but only if you have the camcorder you used to record the tapes and it still works.
You use the VHS to DVD converter and plug it into the camcorder. It will work the same as the
VCR/DVD player. The library only has adapters for VHS-C, and camcorders for Hi8, 8mm, and
MiniDV. We do not provide any other cassette camcorders currently.

My USB drive says it is corrupted after | have used the Digital Legacy Lab and
then tried to access my files at home. What does this mean?

This may happen if the USB drive is older or if switching between an Apple computer
and the Digital Legacy Lab computer. The Digital Legacy Lab computers are Personal Computers
(PCs) and use the Windows operating system which does not always transfer well to the Apple
operating system (iOS). Please be sure to bring PC-compatible storage drives. If you have any
guestions about compatibility, please contact the Digitization Specialist or sign up for
Consultation Hours with the Digitization Specialist.

The file will not save to the USB drive. It says the file is too big, but the USB
drive has enough space.

Depending on the USB drive, the flash memory (how it transfers data on to the USB
drive) may have a maximum limit which is less than the amount of storage it contains. For
example, it might be an 8 GB USB drive, but can only transfer 2 GB of data at a time. It is like
putting your items in a moving truck: only so much can be moved at once. The file must be put
in a zip folder and then saved to the USB drive where it can then be extracted. This information
is available in the Digital Legacy Lab binder for reference.

Can | make copies of DVDs?

Yes, this is possible with the Honestech software for the VHS tape converter. You can
record the DVD by playing it and watching it with Honestech recording. You can then burn the
new digital copy to another DVD or save it to a USB drive.

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.
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Can | use more than one device at a time?

Yes, with some restrictions. You cannot digitize two different audio media at the same
time (e.g., recording cassette tapes and a vinyl record at the same time). Otherwise, any
combination of devices can be digitizing simultaneously, so long as they do not use the same
software at the same time (e.g., Hi8 cassette tapes and VHS tapes both require Honestech).

The 8mm/Super8 film converter and the slide scanner save their files directly on the
device, so they do not affect the computer. If using the Epson FastFoto scanner and another
device, scan batches of 30 photographs or less at a time as larger batches might freeze the
computer.

Why does the Digital Legacy Lab recommend saving to USB drives?

A USB drive is recommended for storing your digitization projects. USB drives can hold a
great amount of memory, up to 1TB or more. For comparison, CDs only hold 0.7 GB and DVDs
hold 4.5 GB, so USB drives can hold more information and files. 8 GB or more of memory on the
USB drive is recommended.

Additionally, USB drives are more accessible. Not everyone has an optical drive (CD/DVD
reader) on their devices and while DVDs are great for archival purposes, they are becoming
obsolete. USB drives will be easier to migrate in the future as CD/DVD drives become rarer.

Can | save my files to a CD or DVD?
Yes. Refer to the Digital Legacy Lab Written Tutorial for how to save files on a DVD.
How long does it take to digitize 8mm film?

It takes at least 5x longer to digitize 8mm film than to watch it. For example, if it is a 5-
minute video, it will take at least 25 minutes to digitize. If you do not know how long the 8mm
video is, try to get through as far as you can. You can splice videos back together using Adobe
Premiere Video Editing software on the Digital Legacy Lab computer.

You may also want to schedule your appointment in the Digital Legacy Lab in the
morning or for a longer session, to give yourself as much time as possible in the Lab.

How long does it take to digitize a cassette tape, vinyl record, or VHS tape?

Anything that involves sound must be digitized in real time as the device must record
the sound as it plays. For example, if you are digitizing a 2-hour VHS movie, it will take 2 hours.
Trying to speed up the process will distort the sound.
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How can | record an 8-hour VHS tape in only 2 hours?

Some at-home VHS tapes may have 8-10 hours of video. Usually, the hours are split
between events, and you can use those breaks to make separate digital files of each section. In
the long run, this may make saving the files easier as shorter files save to the USB drive faster
and you can name them specifically for that one video rather than a generic title for the entire
8 hours (ex: VHS tape was marked 1993, but you could have specific videos like Trevor’s 1
birthday 1993, Pumpkin Festival 1993, 4t of July 1993 which all are on the VHS Tape).

If it is a wedding video of the whole day or another type of video you want to keep it as
is, you can edit the video back together using OpenShot video editing software. Since you must
manually rewind the VHS tape, you can end your session after two hours, leave the VHS tape
where you left off, and continue the next time you are available. You must save your files
before you log off the computer as the Digital Legacy Lab deletes all files after your session has
ended.

What if | have a photograph or document that is larger than 8.5” x 11”?
If the image is up to 8.5” x 50”, you can scan it with the Epson FastFoto.

For larger images, you can either scan the image or document in sections and then
splice it back together using photo editing software such as Adobe Photoshop, or you can scan
it on the copiers available at any GCPL branch. Branch copiers scan material up to 11”x17”. The
copiers are also capable of scanning at higher resolution (up to 600 dpi).

Can | scan at high resolution?

Yes. The default setting for the equipment is high resolution (300 dpi) and JPG files. This
suffices for personal collections and sharing with loved ones. You are welcome to change the
settings to higher resolution (600-1200 dpi) and save TIFF files.

Should | scan at high resolution?

Higher resolution images are great for recording details, providing nuance and clarity for
editing or preservation. 600 dpi (dots per inch) is the lowest standard for images at archives and
museums as some projects are saved at 800-1200 dpi. High resolution TIFF files are also the
archival standard over JPG as they never lose information.

However, higher resolution images are much larger and require more storage, and take
longer to scan. For example, JPG files tend to be much smaller than TIFF files, making them
better for sharing online or sending to friends and family. Many TIFF files may not be able to be
sent via email, as the file is larger than the maximum email attachment size (often 25MB).

You can save a JPG and TIFF copy of each image if you desire for maximum preservation
and accessibility.

Vi
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Can | listen to the video, cassette tape, or vinyl record as it digitizes?

Yes, every Digital Legacy Lab PC has headphones plugged into it. You can adjust the
volume as needed.

Will the sound for a VHS tape be loud enough? | tried digitizing it before and it is
too quiet.

In the Honestech software, you can access the audio settings under Option. You may be
able to increase the volume there. Always check to make sure the sound is being recorded from
the VHS to DVD option. If it is still too quiet, this can be edited in the OpenShot video editing
software available on the Digital Legacy Lab computer.

You can always play the VHS tape before recording and see how loud it can be. Some
VHS tapes may be deteriorating which can alter the sound.

Can | buy a CD, DVD, or USB drive from the library?

Geauga County Public Library offers a limited supply of 4GB USB drives for purchase.
Each USB drive is S5, and can be purchased at the Reference desk. However, these USB drives
are smaller than the recommended 8GB of storage, and should not be considered the
recommended size. If possible, please bring your own device to your scheduled session.

The library does not offer blank CDs or DVDs for purchase.

Vii
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The Digital Legacy Lab is a digitization space to convert analog media to digital files. Each
Geauga County Public Library Branch is equipped with a full Digital Legacy Lab.

Media formats that can be digitized are:

Audio Video Images and Documents
e Audio cassette tapes e 8mm and Super8 film e Documents and photos
e C(CDs e 8mm cassettes, Hi§, (up to 8.5”x11")
e Live audio and MiniDV e 50mm slides
e Vinyl records (33 1/3 e DVDs e Film and photo negatives
and 45 rpm) e VHS and VHS-C e Large format film

Audio Formats
Vinyl (33 1/3 & 45rpm)

Audio Cassettes
| |I| |||| CDs

Live audio

Video Formats

8mm film DVDs
Super8 film Mini DVDs
8mm cassettes Mini DV tapes
Hi8 film VHS and VHS-C

Image and Document Formats

Documents and Photographs (up to 8.5"x11")
50mm slides (135, 126, & 110)

Film and photo negatives (135, 126, & 110)
Medium Format Film (up to 2.36"x8.66")
4" x 5” Film
Large format film (up to 8"x10")

Available by request: 78rpm vinyl records; 8mm and Super8 negatives
The Digital Legacy Lab includes editing software to assist patrons with digitization and other
personal design projects. Available software includes:

Image Editing Video Editing Audio Editing
e Adobe Photoshop e Adobe After Effects e Adobe Audition
e Adobe Lightroom e Blender e Audacity
e GIMP e OpenShot
e Inkscape
e Krita

Also included from the Adobe Creative Cloud: lllustrator, InDesign, Dreamweaver, Animate, etc.

Policies and Procedures 2
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Overall process for accessing the Digital Legacy Lab

The Digital Legacy Lab is free to use and available during library hours. The Digital Legacy Lab
closes 30 minutes before the library.

All patrons must sign the Digital Legacy Lab User Agreement before using the lab. This is a
digital form patrons can sign on the Digital Legacy Lab computer. It is located on the Desktop.

The Digital Legacy Lab uses Windows PCs. When bringing in USB storage devices, be sure that
the device is compatible with the Digital Legacy lab PCs.

In-person training is available at least once a month. It includes an overall explanation of the
Digital Legacy Lab and the equipment, watching video tutorials, and answering questions. It is
not mandatory to attend the in-person training. Online training is available on the library’s
website.

Written and video tutorials are available for reference and step-by-step information about the
digitization equipment. The written tutorials are available in physical copy in the DLL binder.
The video tutorials are also available on the Geauga County Public Library website.

The Digital Legacy Lab is completely self-service. Patrons are expected to do all digitization
projects by themselves or with the help of their own assistant such as a family member or
friend. The assistant(s) must also sign the Digital Legacy Lab User Agreement before using any
of the equipment.

One-on-one support for digitization projects is available during consultation hours with the
Digitization Specialist. Consultation hours are at least once a month at each branch. To schedule
time during consultation hours, sign up to use the Digital Legacy Lab during the available hours.
Hours are posted outside of each Digital Legacy Lab, and on the Geauga County Public Library
website. Patrons do not need to register for consultation specifically.

Branch staff assist with troubleshooting issues only. Branch staff will not help with digitization
or stay in the room with patrons.

Call or talk in-person to any Geauga County Public Library Reference desk to schedule time in
the Digital Legacy Lab. Patrons can also schedule an appointment online via the Geauga County
Public Library website.

Policies and Procedures 3
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GCPL IT Department recommends patrons bring a USB drive or other storage medium with at
least 8 GB of available storage to ensure they have plenty of space for any assortment of
possible files.

That said, smaller drives are perfectly welcome if the patron knows how much space their
digitized files will use. Some sample file sizes for typical media files are listed below, but actual
file sizes can vary greatly based on a variety of factors including length of media, amount and
type of “information” being stored, variations in settings and encodings, and many other
variables.

Images How much media fits on 8GB?

e PNG~50-250kB

e GIF~100 - 300 kB Audio Formats

e JPG~20-300kB ~2500 3min songs (mp3)
e BMP~1-15MB ~600 3min songs (FLAC)
e TIFF~1-15MB 'I| 'I' ~30 10 hour audiobooks

Video Formats

Documents
3-8 hours of video (720p)

1-3 hours of HD video (1080p)

e DOCX~5-200 kB per page
10-15min UHD/BIlu Ray video (4K)

e PDF~10-300 kB per page

e ODT~80—-90 kB per page

~3500 photos (jpg)
~500-1000 images (tiff)
~2500 ebooks (epub or pdf)
10,000-19,000 documents (docx or pdf)

Media Files

e eBook~1-5MB

e MP3song~3-4MB

e FLACsong~10-15MB All sizes are examples. Actual file size will vary greatly depending on media length,
e DVD Movie ~ 4 GB quality, storage settings and encoding, etc.

e HD Movie~”5-8GB
e Blu-Ray Movie ~ 20 —-25 GB

Patrons may save their files to DVDs or CDs at all Digital Legacy Lab locations. However, this is
not recommended as DVDs and CDs hold less storage than a USB drive and are harder to access
as CD/DVD drives are not included in new technology. Patrons will need to migrate the files
again soon.

Storage Recommendations 4
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The Digital Legacy Lab can convert 8mm and Super8 film with the Wolverine MovieMaker Pro.
It digitizes slower than real time, at least 5x slower than watching the film normally.

Table of Contents

Set up the Machine. 5 Copy Files 7
Recording 6 Troubleshooting 9
Rewind 7

Set up the Machine

1. Make sure the converter is turned on.
2. Push the film door tab left to flip open the door.
3. Mount the Reels and Film. If your film reel has 8mm (small) mounting hole, mount the
reel directly to the left shaft, otherwise use the provided red color reel adapter
a. If adapters are needed always place Red on the LEFT side, Grey on the RIGHT
side.

Insert here Insert here

Left Reel Adapter (Red/No-Fin) Right Reel Adapter Grey/Finned)

b. Mount the included 5” reel to the right shaft.
c. Route the film according to the diagram on the face of the device.

4. Slide open the flap door, putting the film sprocket holes at the top. Place the film
underneath the 3 white tabs.
a. Place and hold film underneath Tab #1

8mm and Super8 Film Converter 5
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b. Twist film slightly and clip film underneath Tab #2

Twist and clip
¢ Tab #1

Tab #3

c. Twist film slightly and clip film underneath Tab #3
5. Make sure the film is placed properly, then close the flap door.
6. You can make the adjustment of the Movie Register (the film center X and Y). It needs to
be adjusted before recording if the default setting is off.
a. If the image is showing clearly on the screen, skip this step.
b. Choose Frame ADJ from the Menu and press Enter.

X adjust, Enter |<—Select X or Y or W by pressing Enter button
%; X = shift center to left or right

W: Y = shift center up or down

Y W = zoom-in or zoom-out

Adjust the values of X, Y, W by pressing Up or Down buttons

c. Once satisfied with how the image looks on the screen, press Menu to get back
to the Main Menu screen.

Recording

1. Have Record highlighted on the Menu screen. Press the Up and Down button to get to
Record. Press Enter.

Record Exposure Frame ADJ Default Setting
Playback Sharpness Language Version (More v)

Rewind (More v )| |USE (More v) Format (More v )

Ist page 2nd page 3rd page 4th page

2. Select the film type using the Film Selection Lever, then press Enter/Start button to start
recording.
a. For 8mm, push the lever to the left. For Super8, push
the lever to the right.
b. While recording is in progress, a red dot will blink at
the upper left corner.
c. Each image will show on the screen. Film Type Lever

8mm and Super8 Film Converter 6
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d. The file counter at the lower right corner will increase by one after each
recording stop. This number represents the filename of the current recording

film.
e. Press Enter to stop recording.

Rewind

1. Open the flap door and remove film, then close the flap door. Confirm the flap door is
not in the way of the rewinding process to prevent film from being scratched.

2. Swap reels. Place an empty reel on the right-side shaft and place film perforation holes
on the outside (as shown). Use adapters if needed.

Insert here Insert here

Left Reel Adapter (Red/No-Fin) Right Reel Adapter Grey/Finned)

3. Follow the dotted line diagram on the converter, select Rewind in the Menu by pressing
the Up and Down buttons. Press Enter. When finished, press Enter again to stop.

Copy Files

1. Press Menu on the converter and then press the Up or Down buttons to USB(More).

Press Enter.
a. The screen will say “USB Upload.”

2. Go to File Explorer on the computer. The converter will show up as a USB Drive
(the drive letter may change depending on what else is currently running on the

computer.)

i £ Manage

- « 4 B ThisPC

Folders (7)

# Quick access

[E Decuments 3D Objects Desktop 4 Documents

& Downloads | =

= Pictures Downloads Music __ Pictures

& Music _—

8 videos

Videos
= Creative Cloud Files m
i OneDrive « Devices and drives (3
[ This PO a Local Disk () USB Drive (Dt) DVD RW Drive (E)
L — = a (€

= USB Drive (D) G fre B - R G -

o Network

8mm and Super8 Film Converter 7
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3. Double click on Film Scanner, then MOVIE. Your files are in this folder.

= | MOVIE

Home Share View

<« b » USB Drive (F:) » FilmScanner » MOVIE
O MName

[]& o019 1/10/2017 2:23 AM

Date modified

# Quick access Type
=| Documents
‘v Downloads
&=/ Pictures
B Desktop

D Music

MP4 Video File (V.

User Guides
B videos
& Creative Cloud Files
& OneDrive
I This PC
aa USB Drive (D)
- USB Drive (F:)

o Network

4. If you have not yet, plug your USB drive into the computer.
5. Click and drag the folder of your tracks to your USB drive.
6. Make sure to delete your files from the converter.
a. Option 1: Delete the files from the MOVIE folder on the computer.
i. Inthe MOVIE folder, press Ctrl+A to select all.
ii. Pressthe Delete icon in the folder.
b. Option 2: Delete from the converter.
i. Press Menu on the converter.
ii. Pressthe Up and Down buttons until Format is highlighted. Press Enter.

iii. Choose Yes with the Up and Down buttons and press Enter to delete all
files from the converter

8mm and Super8 Film Converter 8
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——

L/,

Issue

Reason

Solution

My film will not advance
through the machine

Film has imperfect splices,
film is bent, or broken
sprocket holes

Open the flap door while
film is stuck, move the
problem frames forward.
Then close the flap door
and continue recording

Some segments are jittery and
some are not

Sprocket holes may be
damaged from film being
played too many times

Try recording and
converting the film
backwards to use the good
edge of the sprocket holes.
Then use software to
reverse the video

Imperfect/Bad edge sprocket holes Normal I<

@——'DDDDD

Bad edges—-->|

My film won’t go through the
machine

oy

Some old film is wider than
8mm at some sections due to
loose manufacturing

The speed of the video is too
fast/slow

Place a piece of paper
carefully in the track table
to keep it wide enough to
fit this film

Edit in software such as
Adobe Premiere or VLC

Media player
My film is offset. Film bed needs to be 1. On the film converter,
adjusted to center on your select Menu.

film.

2. Navigate to Frame AD)
using the arrow
buttons. Press enter.

3. Select X (left/right), Y
(up/down), or W (zoom
in/out) by pressing the
Enter button, then
adjust with the arrow
buttons.

8mm and Super8 Film Converter 9
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The Epson FastFoto FF680W scanner can scan photographs and documents up to 8.5 x 11
inches. All scans are at least high resolution at 300 dpi.

Table of Contents

Preparing Photos 10 Scanning 12

Original Document Specifications___ 11 Troubleshooting 16

Preparing Photos

Before coming to the Digital Legacy Lab, prepare your photos and documents for easy scanning.

1. Use a soft, dry cloth (like the microfiber cloth, one is available in the Digital Legacy Lab)
to wipe the front and back of your photos to remove dust, dirt, or other particles that
could potentially scratch your photos.

a. Caution: Because of the speed at which photos are scanned, dust particles on
your photos can cause straight lines to appear in scanned images, and in
extreme cases can lightly scratch the protective finish on your photos.

2. Organize your photos by date or subject.

a. When scanning, you can name the images using the year, month or season, and
subject, such as "1970_Summer_Vacation".

b. Organizing the photos can save time in the future.

3. Check the following if you are scanning various sizes of photos:

a. If you have both landscape and portrait photos of the same size, you can stack
them together and scan them in one batch. You can rotate the images as
necessary after scanning by clicking Edit > Rotate Left or Rotate Right.

b. You can scan 4x6" and 5x7" photos in the same batch when the photos are
grouped by size, with the larger photos at the back.

c. Do not mix documents and photos. Scan documents separately.

4. Make sure the photos:

a. NOT curled

b. Have NO sticky notes or adhesives on the back

c. Have staples and paperclips REMOVED

d. Do NOT stick to each other when shuffled.

5. Next, place the organized photos into the scanner.

Auto Feeder Scanners 10
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Original Document Specifications

Photo Size Loading Capacity

3.5x5in 36 photos (thickness less than 0.009 in without photo

4x6in curling)

5x7in 30 photos (thickness more than 0.009 to 0.01 in
without photo curling)

8x10in 10 photos

Polaroid Photos 1 photo

Photos in the carrier sheet 1 photo

Panoramic Photos under 12 in 10 photos

Panoramic Photos between 12.1 and 36 in 1 photo

Paper Type Paper Size Paper Weight Loading Capacity
Letter (8.5x 11 in) 21 Ib: 50 sheets
Legal (8.5 x 14 in) 24 |b: 43 sheets
A4 (8.3x11.7in) 28 Ib: 37 sheets
: A5 (5.8 x8.2in) 34 |b: 31 sheets
Plain Paper - 7t01101b :
Fine Paper A6 (4.1x5.8in) 42 |b: 25 sheets

56 |b: 19 sheets

Recycled Paper B5(7.2x10.1in) 68 |b: 15 sheets
B6 (5x7.2in) 110 Ib: 9 sheets
A8 (2.1x2.9 in) 3410110 Ib Loading capacity may vary
depending on paper type
Paper Business Cards 3.5x2in Up to 56 |b 15 cards loaded horizontally

Caution: Do not load the following types of originals in the scanner, or they may be damaged or
may damage the scanner:

¢ Photos with oil, correction fluid or tape, or other e Instant camera photo paper, including peel-apart
liquid or residue or thermal-transfer types (other than sheet film

¢ Photos with materials stuck on the back sides types 3.5 to 4 inches [89 to 102 mm])

* Photos with tape or stickers attached * Photos thicker than .011 inch (.3 mm)

« sticky photos ¢ Photos longer than 36 inches (914.4 mm)

¢ Photos that have been freshly printed or processed * Photos smallt?r than' 2 x 2inches (50.8 x 50.8 mm)
(unless loaded in carrier sheet)

¢ Photos with staples or clips . .

e Perforated photos (unless loaded in carrier sheet)

¢ Photos with curled corners
e Torn photos (unless loaded in carrier sheet)

¢ Photos in shapes other than squares or rectangles

. . ¢ Fragile or aging photos (unless loaded in carrier
(unless loaded in carrier sheet) g ging p (

sheet)
* Photos in large, uneven shapes (unless loaded in

. e Curved or wrinkled photos where the thickness of
carrier sheet)

the stack is greater than .07 inch (2 mm) (unless
* Photos that are peeling loaded in carrier sheet)

Auto Feeder Scanners 11



BE Geauga County
Digital Legacy Lab |=EX Public Library

Scanning

1. Make sure the scanner is on.
2. Open the input tray, slide out the output tray, and then raise the stopper.

a. If you want to scan large size photos such as 5x7" or 8x10", extend the input and

output tray extensions.
b. Make sure you adjust the position of the stopper to correctly fit the size of the

ejected photos. If not, photos may scatter.
3. Slide the edge guides on the input tray all the way out.

| .. . I
\ : !

4. Load the photos into the input tray face up and top edge first. Slide the photos into the
scanner until they meet resistance.

a. For documents, place them face down and top edge first.

Storage Recommendations 12



EE Geauga County
Digital Legacy Lab |=*=| Public Library

b. Note: it is recommended to place the photos horizontally.

c. Ifyou are loading 4x6" and 5x7" photos in the same batch, align the middle of
the photos and load them at the center of the input tray with the 5x7" photos at
the back and the 4x6" photos at the front.

5. Slide the edge guides to fit the edge of the photos making sure there are no gaps
between the photos and the edge guides. Otherwise, the photos may be fed skewed.

6. Click the button on the scanner to start scanning. - The software will launch
automatically.
7. Set the save settings on the Describe Your Photos screen.

B Eieen Fastfaie - .

Describe Your Photos

FapiFonn will wse hel SAOIMAn0s [ e E DIQIN0RS Rie Slene, iRk, bnd gL

T Month or Sewson Sutgect

of| Create 5 pabfokcer for tha Baick of potares

Foder Hama Papveae

Ciz rod proerist ma bo deneeba ey phodsy schen 1oetreg

_ st
a. Year/Month or Season/Subject: Set the file name settings.
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8. Click Start Scanning.

a. Note: If the glass surface dirt alert appeared when scanning, clean the glass
surface inside the scanner after scanning.

b. If multiple photos feed through at the same time, press the Slow Mode on the
machine button to slow down the feeding speed. Press the button again to
return to normal speed.

9. After scanning is completed, the following screen is displayed:

E Epion FayfFoke - x

Have more photos?

thaery presia Scan Mest Batch

a. If you want to continue scanning, click Scan Next Batch.
b. When you are finished scanning, click Done Scanning.
10. The photos are scanned and saved in the folder on the desktop or the location you
choose.
11. Check the scanned images.
a. The following rules apply to file naming:
i. No identifier is added: These are the original scanned images. No
enhancements were applied.
ii. Added" a" atthe end: These images include automatic color
enhancements.
iii. Added "_b" at the end: These are the scanned back sides of the photo.
1. You can enable back side scanning from Settings > Scan Settings
tab.
12. After scanning, you can share, upload, or edit the images using the photo scanner. You
can also change the view setting of thumbnails.
a. You can rotate the scanned images automatically when scanning using Epson
FastFoto.

Auto Feeder Scanner 14
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i. Inthe Epson FastFoto software, select the Settings > Advanced Settings
tab, and then enable Auto Rotation.
ii. Depending on the photos, they may not be rotated correctly.
1. To rotate the scanned images manually, while in the software,
select the image you want to rotate, and then click Edit > Rotate
Left/Rotate Right.

Auto Feeder Scanner 15
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Auto Feeder Scanner Troubleshooting

Problem

Solution

Photo or document jam in
scanner

1. Turn off scanner

2. Remove docs and photos from input tray

3. Pull down cover open lever to open the scanner cover
e

4. Gently pull out any jammed originals from inside the
scanner and from the output tray
~(/72

=< A R,
5. Close the scanner cover. Turn scanner on and resume
scanning.

Image is distorted or blurry

Make sure your original media is not wrinkled or warped, as

this will distort the scan. If the image is still distorted,

1. Inthe Epson FastFoto software, select Settings > Scan
Settings

2. In Main Settings, be sure to select the correct Image Type
for your media

3. In Advanced Settings, select Curled photo correction if
your photos are curled.

Scanned image colors do
not match original colors

Printed colors never exactly match colors on the computer
monitor because printers and monitors use different color
systems.

If you would like to adjust the colors in the scanned image:

1. Inthe FastFoto software, select Settings > Scan Settings.
Make sure to select the correct Image Type for your media

2. Inthe FastFoto software, select Enhance to let the program
adjust the image resolution.

3. You can also adjust the image using editing software such
as Adobe Photoshop.

Auto Feeder Scanner 16
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Camcorder Conversion

The Digital Legacy Lab can convert Hi8 and 8mm video cassette tapes, and MiniDV tapes with
the UCEC All-in-One USB 2.0 Video Capture converter. Use the adapter to connect to the
appropriate camcorder.

If you have a working camcorder with an A/V output, you can use the Digital Legacy Lab
equipment to digitize your tapes. Geauga County Public Library is not responsible for your
equipment.

Table of Contents

Available Camcorders 17 Save Your Video Files 21

Troubleshooting 25

Samsung SCL810 Sony DCR-HC20 or DCR-HC46E
Hi8 and 8mm cassette tapes MiniDVs

Setting up the Camcorder

For all camcorders, you should leave them plugged in and charging for the duration of your
project. This will help avoid any loss of power. When you are finished, unplug the camcorder.

To set up the Hi8/8mm tape camcorder:

1. Connect the cable labeled 8mm/HI8 to the camcorder. The plug should be inserted into
the yellow plug labeled A/V OUT.

Camcorders 17
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AV Yellow
mq :]]]]]) White
@ STV-250N Stereo Video Cable {

(supplied) Red

2. Connect the colored plugs to their corresponding color plugs on the All-in-One
converter.

3. Turnon the camcorder. Using the dial to the right of the battery pack, turn the dial
down to select PLAYER.

4. Insert the tape into the camcorder.

a.
b.

c.
d.

Press the TAPE EJECT button. The cassette compartment will automatically open.
Insert your tape and gently close the side of the compartment. The cassette
compartment will close and slide back into the camcorder.

Do not force the compartment closed or attempt to yank the tape in or out.

If the tape begins playing, press STOP for now.

5. If you have opened the view screen, close it before beginning recording. Leaving it open
will cause audio to play from the camcorder, not the Honestech software on the PC.

To set up the MiniDV camcorder:

1. Connect the cable labeled MiniDV to the camcorder.

a.

To access the A/V OUT port, gently remove the cover on the side of the
camcorder.

OR

Camcorders 18
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2. Connect the colored plugs to their corresponding color plugs on the All-in-One
converter.
3. Insert the tape into the camcorder.
a. Slide the OPEN/EJECT lever in the direction of the arrow and open the lid. The
cassette compartment should automatically open.
b. Gently press PUSH. The cassette compartment will close and slide back into the

camcorder.
c. Do not force the compartment or attempt to yank the tape in or out.
d. Close the lid.

4. Turn on the camcorder and set the camcorder to PLAY/EDIT mode.
a. Open the viewscreen.
b. Slide the power switch repeatedly until PLAY/EDIT lights up.

. o

X Slide the POWER

-0 switch while OR
- VR pressing the green

(CHE) o TE
bution. %\f ot :}-ﬁ"f':' '“'@
powsR . Dl MEMORY
~ 0 (=D

Recording a Video from a Camcorder

1. Make sure the appropriate camcorder is plugged into the All-in-One converter and
turned on.

a. This is the converter. Connect each plug to the matching plug on the cord
attached to the camcorder.
i. Red tored, yellow to yellow, and white to white.
ii. The other end (USB connection) should be plugged into the USB strip.
2. If the camcorder starts playing, press STOP for now.
3. Double-click the Honestech VHS to DVD 3.0 icon on the desktop.

Camcorders 19
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A

WV EISTOID VS
4. If prompted, enter the product key for the software. If not prompted, skip to the next
step.
a. The product key is located on the Honestech CD case in the DLL storage bin.
5. The Honestech window will open.
6. Click Option.

At wnstoovo 10 EIEER |

a. Make sure the AV TO USB2.0 is selected for video.
b. Make sure the audio is AV TO USB2.0.

c. Click OK.

Video Device ‘A\/ TOUSB2.0 j Setting
Audio Device ‘Mlcmphnne (2- AV TO USB2.0) j Setting
Format : ‘D\/D j Setting
Video Type:  |NTSC -
Quality : |Best -
Split Size - [438GB =l

Output Folder .

C\Users\GCMML\Desktop\VIDEO FILESY

ox

7. Press Record on the Honestech software and then press Play on the camcorder.
a. The tape will start to play and the software will record.

Camcorders 20
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b. You should see the video on the screen and hear the audio through the PC

software.

i. For Hi8/8mm camcorders: If you hear audio through the camcorder and

not the PC, close the view screen on the camcorder. You will need to
restart the recording process to capture audio.
ii. For MiniDV camcorders: You will hear audio from both the camcorder

and through the PC. This is normal.
8. When finished, press Stop on camcorder and then Stop in the Honestech software.

9. Rewind your cassette before ejecting from the camcorder.

A wstov s EEE ‘

10. Insert a new cassette to record another video.
11. When finished, save your files to a USB drive, or burn them to a DVD.

Save Your Video Files

Geauga County Public Library recommends saving your files to a USB drive (also known as a
flash drive or memory stick) with at least 8GB of storage data. USB drive come in many sizes, so
choose the size best for your projects and budget.

1. Close or minimize the Honestech window.

& Project

1. Capture

2. Edit l

3. Burn

At vis toovo 3. HEE
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2. Files are saved to the Documents folder in the File Explorer. E
a. Click on File Explorer in the taskbar.
b. Click on Documents
c. Double click on the VHS to DVD folder.

B4
Wome  Shore e °

« v 1 & > This.. > Docu. v D £ Search Documents

~  Name Date modified Type

3 Quick access

Adobe
[ Desktop

'VHS to DVD

File folder

¥ Downloads File folder
[ Documents

=] Pictures

& Music

E Videos
@ Creative Cloud Fil¢

@ OneDrive

= This PC v < >
2 items =

d. If you changed the save location in the Honestech Options, locate that folder
instead.
3. Highlight the files you want to save by clicking and dragging the cursor over them.
4. Click on the highlighted area and drag your files to your USB drive on the left.
a. If the files are large, try saving one at a time.

| M = Play
bome  Shwe Ve | vdeoTook

1 | > VIDEOFILES v O P SearchVIDEOFILES
MMLVHS ~

D Music

[ videos

Click and drag

© Creative Cloud Filc

DVD_1402300
@ OneDrive

= This PC
# 3D Objects
I Desktop
| [5 Documents
‘ ¥ Downloads
D Music
=] pictures
B videos
& WindowsiC)

~- FRANKLIN ()

~- FRANKLIN (E)

Burn to a DVD

There are multiple ways to burn a DVD. Here are the directions to burn a DVD in the Honestech
software.

1. After recording the video(s) you want to burn to a DVD, click the Burn tab.
2. Click and drag the files on the right side of the screen to the middle of the software.
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A vhs to ovo 2.0 [EEIEY & Poiect l l At wistoove 3.0 EE

3 Bum

.....

DVD_102828 0 7py

My Title

Click and drag

VD_104835_0.pg OVD_104635 Cmoy

DVD_106842_ 0o

I . .

7 Cieate meny i Disc Info &, Erase I @& Burn D | | N e— ‘ i Disc Info (@, Erase @7 Bum a* of o

oo Gae

L

3. This will create a default menu that you can edit.
a. Double-click on the title (“My Title”) to type in a new title

i 1. Capture |

- wistwovo 10 EHIEE
| :

2. Edit

OVD_1AE Lep

OVD_104342 Oepy

P Cracts menu i Disc Info &, Erase @7 Bum {4‘ 2 Goo Gie |

b. Double-click on each file name under each video to change the name of each
individual video and organize the videos.

bt 1.capure |

| s toovo 2 o EEED — | . wsovo s o IEE)

1 Bum | 1. Capture

DVD_104524 0 DVD_104535_0

-
@ Cromte menu i Dise Info (@, Erase @7 Bum Q* OF Qo G

i Disc Info S, Erase @J Bum [.a‘ O Goo G

c. If you do not want an automatic menu, uncheck the box next to “Create menu.”
The screen will change to this.
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4 whis toovo 3.0 [ HEEY
W Pries 1. Capture I 2 Edit I 3.Bum

File List (No-

1 Video 1

DVD_104524_0mpg

2 Video 2

3 Video 3

(%, Erase H @7 Burn ‘ o' o' Qo G

I~ Creste menu i Disc Info |

4. Insert the blank DVD into the computer.
a. Wait until the computer recognizes the blank DVD. This may take some time.
b. If the DVD is not recognized, try ejecting and re-inserting the DVD.

5. When ready, click Burn in the Honestech software.

6. The videos will be burned to the DVD and will be playable in a DVD player.

A ks to ovo 3.0 [ EE

OvD_152802_0.mpa

¥ Croste menu ‘ % H (, Erase H @7 Burn

7. Eject your DVD from the computer.
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Problem

Cause

Solution

The device is playing but there
is no video or audio playing on
the PC

The All-in-One converter
is not correctly plugged
into the device.

Plug each cord into its color-
corresponding plug on the
device. Make sure that the USB
cable is plugged in.

Cannot hear the recordings
once saved and trying to play
them on the computer

Computer audio output
not set correctly.

Access the Settings > System >
Sound. Under Output, select the
device you are using to listen.

Audio is playing, but no video
is playing on the Honestech
software

The Honestech software
options are not set
correctly.

In Honestech, click Option.
Make sure “AV TO USB 2.0” is
selected for Video Device. Make
sure “AV to USB 2.0” is selected
for Audio Device. Select OK.

The AV to USB2.0 option is
greyed out in the Honestech
software

Computer volume mixer
settings not set correctly

Close Honestech. Access the
Settings > System > Sound.
Under Advanced Options, select
Volume Mixer. In the Input
device dropdown menu, select
AV to USB2.0. Restart
Honestech.

The Hi8/8mm camcorder is
playing audio, but no audio is
playing on the Honestech
software

Camcorder speaker is on.

Close the camcorder LCD screen
to turn off the camcorder
speakers.

Cassette compartment will not
open or eject a tape.

Camcorder will not turn on.

Camcorder turns off in the
middle of recording.

The camcorder is not
charged.

Make sure that the battery pack
is inserted into the camcorder
correctly. Connect the charging
cable to the camcorder and plug
it into the power strip.

Be sure to leave the camcorder
plugged in while recording to
avoid any loss of power.

The MiniDV camcorder is
playing audio at the same time
that the Honestech software
is, or with a slight lag.

This is normal.
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The Tascam 202MKVII cassette player can convert standard and CrO2 (chromium oxide)
cassette tapes. Cassette tapes are digitized in real time.

Table of Contents

Record the Cassette Tape 26 BurntoaCD___ . ... ... 29

Save Your New Music File 28

Record the Cassette Tape

1. Make sure the cassette player is plugged into the USB port and turned on.
a. Find the cable behind the computer marked CASSETTE and plug it into an open
port.
2. Press the Eject button on the cassette player and place the cassette tape into the
machine. Close the door.

TASCAM 202 mMkVII

COUNTER RESET
1 @
RETURN TO ZERO [

RECORD PAUSE  REC MUTE

¥ Fwp
—_ - -
IC LOGIC TRANSPORT CONTROL

PITCH CONTROL
=t 1 & EJECT

REC/PLAY

3. Open the Audacity software on the DLL desktop. The Audacity icon looks like this:

-

4, Press the Record button on the software. The Record button is a red circle.

43 Audacity = o Bt

| File Edit Select View Transport Tracks Gen Analyze Tools Help
i B P o P e P P e
4 | PP Q) e g, s4642-%-0-24-18-12450
: 2 % AudioSetup " Share Audio i ) & S+ 43 42 36 %0 24 1812 5 C

3.0 6.0 7.0 &0 a0 10.0
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5. Press Play on the cassette player.
TASCAM 202mKVI
: =
- P
— RECORD PAUSE  REC MUTE
- b o
IC LOGIC TRANSPORT CONTROL
PITCH CONTROL
6. Audacity will begin recording your tape.
&) Audacity = u] X
File Edit Select View Transport Tracks Generate Effect Analyze Tools Help
Ao aagaa., »m- . 4 EEQ:4;44‘;&4‘2—?‘16—'%—2‘4—1‘8—1‘2%5'(‘:
i > 3 . L g = 2k wH o " AudioSetup " Share Audio :: [q,;); f4 ds 4z 35 3p 34 A3 A2 ITE o)
@) 1:23.0 1:24.0 1:25.0 1:26.0 1:27.0 1:28.0 1:29.0 1:30.0 1:31.0 1:32.0 1:33.0
* Audio 1 A

Mute Solo
Effects

. Tempo  Time Signature .. Dsnap

) _ secten [N TENNIIER >~ o
SR T s 0 O 1 00 M 00 S IRl o000 |

Stopped.

a.

If you can’t hear the tape playing as it records, make sure the Software
Playthrough is on.
i. Click Transport = Transport Options = Enable audible input monitoring
ii. There should be a checkmark next to “Enable audible input monitoring.”
If there is not, you won’t hear the sound as it records.

7. When the tape stops, press the Stop button on Audacity. The Stop button is a black
square.

= O x
File Edit Select View Transport Tracks Generate Effect Analyze Tools Help
. R TN T S S S TR
" - & JI & aaqaa. O |L __Q,R -5448—42-36-30-24-18-12|6C
. f )|( N . Audio Setup " Share Audio i q,;); _5'4 Ja _4‘2 {35 _3'0 _2'4 _1'3 _1'2 _5 d)
|D.D 1.0 20 3.0 ¥ 40 5.0 6.0 7.0 8.0 9.0 10.0 11.0
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Save Your New Music File

1. In Audacity, click File. Then select Export Audio.

aAudacft_y
File Edit Select View Transport
Mew

Open...

Recent Files

Open From Cloud,..

Save Project

Save To Cloud...

E Geauga County
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Export Audio...

EXport uther
Import
Share Audio...

Close Project

Quit Audacity

.

Tracks Generate FE
Ctrl+M
0 @
>
f—
>
Ctrl+5Shift+E —
3
>
Ctrl+W
Ctrl+Q

2. Title your track and select your format. You can also edit your metadata, or change
where the file will be stored. When finished, press Export.
a. In most cases, you will be fine with an MP3 or WAV file.
3. Save your file to your USB drive by selecting Browse, then selecting your drive.

Export Audio x
File Mame:  YourTitleHere.mp3
| Folder: ChUsers\Mame\Music\Audacity Browse...
Format: MP3 Files -
Audio options
Channels () Mono @ Steree () Customn mapping ~ Configure

Sample Rate 44100 Hz

Bit Rate Mode  Preset

Quality  Standard, 170-210 kbps

Export Range: @ Entire Project
Multiple Files

Current Selection

~

i

@ Trim blank space before first clip

Edit Metadata...

Cancel
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Burntoa CD

1. Insert the blank CD into the computer using the CD/DVD drive.

Blu-ray Oisc

2. Left-click and drag to highlight all the files you want to burn to the CD.

-

Example Folder X +

™ ] [J > Example Folder

@ New~ g6 O B ® W NoSotr = View- e
al Gallery MName : Date modified Type Size
s = OneDrive | & Trackon 12/31/1994 7:00 PM CDA Audio File (V... 1K8]
[ & Trackoz 12/31/1994 7:00 PM CDA Audio File (V... 1K8|
- [ & Trackos 12/31/1994 7:00 PM CDA Audio File (V... 1K8]
W pestror 2 [ & Trackos 12/31/19947:00 PM CDA Audio File (V... 1K8]
% Downloads # [ & Trackos 12/31/1984 7:00 PM CDA Audio File (V.. 1K8|
= Documents # [ & Trackos 12/31/1384 7:00 PM CDA Audio File (V.. 1K8]
A Pictures | A Track0? 12/31/1994 7:00 PM CDA Audio File (V... 1 KB|
@ Music # | [ ko 12/31/1994 7:00 PM CDA Audio File (V.. 1k8|
O videos  # A Track0s 12/31/1994 7:00 PM CDA Audio File (V... 1KB

3. Click on the three-dotsicon (...) in the top File Explorer menu.
4. Select Burn to disc

Example Folder X +

™ c [J > Example Folder

@ New- o O B B W N Sotr = View-] e
M D 5i
#» Home ame "? Undo e
& Trackl i File (V.. 1KB
E] Gallery e [ ALl
é TrackD2 1KB
] OneDrive -
s Track03 1KB
h'-'. Track0d 1KB
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5. Inthe next window, select With a CD/DVD player. Click Next.
a. You can also name your disc in this window.

Fa

[
Burn a Disc e

A How do you want to use this disc?

A Disc title:  Example Discl

AI (7 Like a USB flash drive

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

H Systern)

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

Which one should | choose?

&

& Mext Cancel
P —
& TarL1z 17431 /1004 T-00 DAA

6. The next window that opens will be the CD. Click on the three-dots icon (...).
7. Click Finish burning.

BD-RE Drive (D:) x +
& - i C (J > BD-RE Drive (D)
@ Mew -~ Tl Sort ~ = View - é Ejec .
i -
'\, Horme MName Date modified z’) Rt iI2e v
~~ Files Ready to Be Written to the Disc
E Gallery Y B 4
Finish burning
Track01 12/ 1KB
> Onelrive
Track02 12/3 Optimize 1KBE
Track03 12f Format 1KB
B Desktop 4 TrackD4 12/31/199 1KB
| Downloads # TrackDs 127317 Pin to Quick access 1KB
= Documents # Track06 124317199 i-j Select all KB
. Track07 12/31/18 1KB
P4 Pictures » e o Select none
i TrackD® 12/3 : 1KB
@ Music * 2% |nvert selection
Track09 1243119 1KB
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8. Click Next.

== Burn to Disc

A Prepare this disc

Disc tile:

Recording speed:

24x ~

Mew files being burned to the disc will replace any files already on the disc if they have the
SEME Name. I

g [ Close the wizard after the files have been burned i

4

Mext Cancel

O SR -

9. Once the CD has finished burning, the CD should automatically eject from the drive. If it
does not, select Eject in the File Explorer menu.
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The Epson V850 Pro flatbed scanner scans photographs and documents up to 8.5x11 inches as
well as slides, negatives, and large format film. It is great for delicate items and books or
scrapbooks.

Table of Contents

Scanning Photographs and Documents

1. Make sure the scanner is turned on.
2. Open the scanner cover. Make sure the document mat is installed inside the cover.

3. Place your document or photo face down on the document table. Slide the material to
the top right corner of the scanner.
a. When scanning multiple photos at once, position each photo at least 20mm (0.8
inches) apart. For a large batch of photos, the auto feeder scanners are
recommended.
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4. Close the scanner cover gently so that your original does not move.

5. Click the scan button - on the scanner to start scanning. The software will
launch automatically.

a. If the software does not open automatically, double click on the Epson Scan icon
on the desktop.

6. Click the ‘Scan’ button in the Scan Software.

a. The default mode should be Full Auto Mode. If you want to change the file type

or resolution, try a different mode. It is recommended to keep it in Full Auto
Mode.

 EPSON Scan % | & EPSON Scan %

L " "
ka® EPSONScan  iriseics i~ EPSON Scan

Full Auto Mode

Ta scan in Full Auto Mode, pastion o load Preview and document type recagnibon is in progress.

ﬂ Sean the material you want to scan, then click.
ca,

d other options, dlick the

an
Custornze... then make the setings

Show this dislog box before next scan

@R vou con changs the scan mode in the Mode it box Help
WV e top right of the window =
- jose:

Pause

7. The flatbed will now scan. If there are multiple images spaced correctly, the scanner will
recognize them.

8. The files are saved in the Pictures folder on the PC desktop. The folder should open
automatically after the scan is finished. To access:

a. Open the File Explorer on the PC taskbar. E
b. Select the Pictures folder.

c. Open the file to view or edit the files.
9. Highlight the files you want to save. Click and drag them to your USB drive.

Scanning Slides, Negatives, and Large Format Film
1. To scan film strips or slides, you need to remove the document mat from the scanner

cover. This uncovers the transparency unit window so your scanner can use it to scan
your film or slides.

a. Make sure the transparency unit transportation lock is unlocked.
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2. Use a soft cloth to wipe the transparency
unit window and document table. A microfiber cloth is available in the DLL material

storage bin.
3. Insert your media in the holder as shown below:
a. 35 mm film strips: Remove the top layer of the holder. Place the film inside, then

lock the top layer over it.

b. Medium format: Open the top layer, slide the medium format into the holder
shiny side facing up, then close the top.
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i. Note: the film holder may not hold the outer edges of the film completely
flat against the plate; this is normal and will not affect the quality of the

scanned image.
ii. Turn the film holder over and place in scanner.

c. 4 x5 inch Film: Gently place the film in the film holder. Hold only the edges or

you may damage the film.
i. Note: Make sure the white areas on the back of the holder are not

scratched, dirty, or covered in any way.
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ii. The edges of the film may need to be trimmed to fit in the tray.

iii. Turn the holder over and place it in the scanner.

d. 35mm Slides: Gently place each slide into a spot. Try to have them face the same
way. It does not matter if any slides are backwards, this can be fixed in editing.
i. Place up to 12 slides in the slide holder, shiny side down.

A -

ii. Place the holder in the scanner as shown. Align the arrows on the holder
with the arrows on the scanner.

4. Carefully close the lid to the scanner.

5. Click the scan button on the scanner- to start scanning. The software will launch
automatically.
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a. If the software does not open automatically, double click on the Epson Scan icon
on the desktop.

6. Click the ‘Scan’ button in the Scan Software.
a. The default mode should be Full Auto Mode. If you want to change the file type
or resolution, try a different mode. It is recommended to keep it in Full Auto
Mode.

& EPSON Scan X & EPSON Scan X

S e e
ki® EPSONScan  fawewe o @ EPSON Scan  [mmm

o scan in Full duto Mode. posiion or laad Preview and document ype recogriltion is in progress
ﬂ Scan the material you want to sean, then click
Scan

For Color Restoral s, click the

ion and other options, click the
Custarnize button and then make the settings —

Show this dialog box befare nest soan

@R ou can changs the scan mods n the Mads list box Help
W e 1o it of the indow

Cloze. Pause

7. The flatbed will now scan. If there are multiple images spaced correctly, the scanner will
recognize them.
8. The files are saved in the Pictures folder on the PC desktop. The folder should open
automatically after the scan is finished. To access:
a. Open the File Explorer on the PC taskbar. E
b. Select the Pictures folder.
c. Open the file to view or edit the files.
9. Highlight the files you want to save. Click and drag them to your USB drive.
10. When you are done scanning slides, replace the document mat on the scanner cover.
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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 ThisPC X e
€ T~ e @ Thisec > Search This PC
& O (1] T Sort 2= View D Fect

L Downlosds # - Devices and drives

£ Documents # HE  LocalDisk(C) Iana\ Disk (D)
B pictures 4 O G frec of 423 G N s e frecor0m GE 30 GE free of 309 GB
Scarlett Solo 4th (G) USB Drive (1)
© Music » BD-RE Drive (F) —
E 92.0 KB free of 140 KB 3.74 GB free of 3.74 GB
[ Videos 4

Quick Start Guic

Screenshots.

e Creative Cloud f

I ThisPC

Scarlett Solo 4th

== USE Drive (k)

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 3 +
4 (] ) >  Video Guides Search Video Guides
@ New % 0 B B W NS O View
£3 Home L L]
A Gallery
> @ OneDrive
8mm Converter Cassette Tape FastFoto Phote Film and Slide Flatbed Scanner Microphone VHS Converter
Converter Scanner Scanner
B Desktop »
L Downloads »
] Documents »
1A Pictures *
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5.

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.
7 Quick Start Guides a a ] ] ] 8
o : E : E E
-
> g Creative Cloud Files Cassette Tape FastFote Photo Film and Slide Flatbed Scanner
Converter Scanner Scanner

~ [ ThisPC

5 e Local Disk (C:)

to USE Drive (1:)
> B Scarlett Solo 4th (G:)

> wem USB Drive (I2)

> 8 Network

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

_ Video Guides x a4
- e > > Vid
(£) 12% complete T c Qo i
Copying 7 items from Video Guides to USE Drive (I:) @ New ~ a\{: o ED
12% complete
| . Quick Start Guides (]

~ Screenshots

~ More details

> | e Creative Cloud Files

mm Conve|

~ [l ThisPC
> %= Local Disk (C)

> = Local Disk (D)

> == Local Disk (E3)

b. If the computer says the files are too large, refer to Saving to a ZIP Folder in the
Digital Legacy Lab binder.

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.

== USB Drive (I}) x +

<~ ? ™ & (J > ThisPC > USB Drive (I
Eject or remove the selected drive or device.

@ MNew ~ Tl Sort ~ =

View ~ £ Eject

" Quick Start Guides O Mame Date modified

~ Screenshots

This folder is empty.
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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 *USB Drive (I}’ device can now be

safely removed from the computer.
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The FocusRite Scarlett Solo 4™ gen audio converter records in real time and can be used to
record voices, devices, or instruments. Create commentary for videos, preserve oral history, or
sing a song.

The Digital Legacy Lab offers the CM25 MKkllII condenser microphone and SH-450
headphones to assist with audio recording and playback. You can also bring in your own
electronic instruments and Hi-Z instrument cable to connect to the converter.

Table of Contents

Record Your Audio with Audacity 41

Save Your Audio 45

Record Your Audio with Audacity

1. Make sure the microphone is plugged into Input 2 on the back of the Scarlett Solo

converter.
a. If using the SH-450 headphones, make sure they are plugged into the headphone
output.

b. If recording an instrument such as a guitar or keyboard, plug in your instrument
cable into Input 1 on the front of the Scarlett Solo converter

Input 2

2. On the computer desktop, double-click on the Audacity icon. It looks like this:
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3. Check the Audio Setup to make sure the microphone is chosen. Many devices are
plugged into USB ports in the Digital Legacy Lab, this will make sure it records the sound.
a. Click Audio Setup

Tools  Help
| L i | .
Selalaalelf w. § & [ afns
* | ‘ ‘ | Audio Setup, - Share Audio Q)| 54 <5 42
40 5.0 6.0 7.0 8.0

b. Inthe dropdown menu, click Audio Settings.

L

J Q) « & 0, 548423 30

J Audio Setup | Share Audio ;]J;)|'F-{ 54 43 42 36 30
Host >} 9.0

Playback Device

Recording Device

Recerding Channels

Audic Settings...

c. Playback should be either the on-board Computer Speakers (to use your own
headphones or the computer’s speakers) or the Scarlett Solo Speakers (to use
the Scarlett SH-450 headphones) depending on your preference to hear the
sound.

d. Recording should be set to Device: Scarlett Solo and Channels: Stereo.

Audio Settings X 8

[}
Interface
Host MME ~
USING: FOMAUQIC V 4. /.U-OEVEL, FEVISION UNKNoWN
Playback
Device: Scarlett Solo Speakers (Scarlet ~
Recording
Device: Scarlett Sole Microphone (Scarl e
Channels: 2 (Steren) i
Quality
i arinnaa 100 o
Default Sample Rate: 44100 Hz ~ | 44100
Default Sample Format: | 32-bit float £
Latency
Buffer length: 100 milliseconds
Latency compensation: -130 milliseconds
oK Cancel 0
il
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e. Click OK
4. To start recording, click the red circle.

File Edit Select View Transport Tracks Gepesebe, Effect Analyze Tools Hel

e

n < ] 5 1

AR
v E{.n 1.0 20 3.0 A,
| 1 ' 1 ' 1 1 1 1 1

5. Record the audio.
a. When using the microphone, the audio will record in stereo, but only on the
right side. This is normal.
b. Do notrecord in mono with the microphone. The audio will not be recorded.
6. When finished, press the black square.

File Edit Select Viewe Transport Tracks Generate Effect Ar

n | ® 151

N

To replay the audio, press the green triangle.

File Edit Select View Transport Tracks Generate Effect

n > | > ® 5

8. To trim the audio, click and drag to highlight the area you want to keep. Then press the
Trim button.

@ Audacity
File Edit Select View Transport Tracks Generate Effect Analyze Tools Help

I~ . aagaa Q) -

n L] > 5
> L L j * M- 0 Audic Setup
& 0.0 1.0 20 3.0 40 5.0 6.0
L L L L L
> Audio 1 P Audio 1.1
Mute Solo e
Effects
. |05
O
L R
S @ QQae
- —i
o ik i o)
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9. To create a mono audio file (audio on both left and right sides), click and drag to
highlight the area you want to keep, or press ctrl+A to select the whole file. Then click
Tracks, then Mix, then Mix Stereo Down to Mono.

Transport  Tracks Generate Effect Analyze Tools Help

Add New > 28
1 raaQ. @, o 4 0
Mix > Mix Stereo Down to Mono nare Audio :: ol
Resample... Mix and Render
0.0 T.0
Mix and Render to Mew Track
Remove Tracks
Aud

1.0 Mute/Unmute >
Pan >

0.5
Align Tracks >
Sort Tracks >

00—
Keep tracks synchronized (Sync-Lock)

-0.54

1.0

1.0

0.5

0.0+

-0.54

¢ Transport  Tracks Generate Effect Analyz Help

IS aeaaaQ. gy
(—l H H H H
< = * L & =k - 0 Audio Setup

0.0 1.0 2.0 3.0 4.0 5.0 6.0

Audio 1.1
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1. In Audacity, click File. Then select Export Audio.

“ Audacity

File Edit Tracks
Ctrl+M

Ctrl+0O

Select View Transpoert
Mew

Open...

Recent Files

Open From Cloud,..

Save Project
Save To Cloud...

E Geauga County
|B====| Public Library

Generate E

Export Audio... Ctrl+Shift+E

EXport uther
Import

Share Audio...
Close Project Ctrl+W

Quit Audacity Ctrl+Q

.

2. Title your track and select your format. You can also edit your metadata, or change

where the file will be stored.

a. In most cases, you will be fine with an MP3 or WAV file.

Export Audio
File Name:  YourTitleHere.mp3
| Folder ChiUsersiName\MusichAudacity
Format: MP3 Files -

Audic options

Channels () Mono @ Steren () Custom mapping
Sample Rate 44100 Hz &3
Bit Rate Mode  Preset £
Quality  Standard, 170-210 kbps e

Export Range: @ Entire Project
Multiple Files

Current Selection

8 Trir blank space before first clip

Edit Metadata... Cancel

Browse...

Configure
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3. Save directly on to your USB drive by clicking Browse and then under Devices and

drives, locate your USB drive. Note: if may not be called USB drive depending on your
device.

a. Double click on the drive to Open.

I ThisPC X +
<« ap (@] 0 > ThisPC > Search This PC
% @ D M Sort 8= View & Eect
& Downloads * Devices and drives
7 Documen s = Local Disk (C:) Local Disk (D7) Local Disk (E:)
o o |
P Pictures 357 GB free of 443 GB

0.98 GB free of 0.99 GB = 30.9GBfree of 309 GB

0 Music BD-RE Drive (F) Searlett Solo 4th (G) 0 USB Drive (k)
= 920 KB firee of 140 KB O G frec o374 G
3 videos

Quick Start Guic

Screenshots

4. Change the name of the file to make it easy to recognize by typing on the keyboard.

Click Save.
a. In this example, the file name changed from “untitled.mp3” to “Audio Example

2023”

L:-@ m Videos

Devices and drives (2)

-~
ﬂ - Windows (C:) USE DRIVE (D:)
$ [  r——— | .
Lﬁ My 206 GB free of 475 GB "y 1.38 GB free of 1.87 GB =
Metwork
File name: Audio Example 2023 - Save
Save as type: MIF3 Fles ~ Cancel

5. Add metadata if desired. This information is stored with the mp3 file. This is optional.

= Use arrow keys (or ENTER key after editing) to navigate fields.
Use arrow keys (or ENTER key after editing] to navigate fields.
Tag Value
g tNTa“ Lo Artist Name Jahn Smith
= ame Track Title Audio Example
Track Title Alburn Ti Teati
Album Title . “k";ﬂ ! Eh 155'"9
Track Mumber rack Number
Year 2023

Year
G Genre Vocal

enre
C Comments Example for Tutorial

omments

Add Remove Clear Add Remove Clear
Genres Template Genres Template
Edit... Reset... Load... Save.. Set Default Edit... Reset... Load... Save.. Set Default

[ Den't show this when exporting audio I Don't show this when exporting audio

oK Cancel Cancel

6. When you are ready to save your file, select Export. Your file is now saved.
7. Repeat these steps for any audio you create.
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The Kodak Slide N Scan Digital Film Scanner converts your slides and negatives to digital images
that you can store and preserve. The scanner supports 50mm slides and color and black &
white film negatives (135, 110, and 126).

Scanning 8mm and Super8 film negatives is available upon request. Contact the Digitization
Specialist to set up an appointment.

Table of Contents

Scanner Set Up

Home/Preview: The start page for using the scanner. Press to return home at any time.
Power On/Off Button: Press and hold to turn the device on and off

OK/Scan: Captures the image or confirms your selection

Resolution/Delete: Delete an image or adjust the resolution.

Playback: Displays images

RGB/Forward and Brightness/Backward: Navigates through your images forward or
backward. Brightness and color are preset automatically, so additional adjustment is
normally not needed.

ok wWNRE

Home/Preview Power On/Off

-__,-,.\. i - . - 5 5 .{’\

olx=jo

ala
Res.c:alution,.-“]elete_l | | I — RGB/Forward

OK/Scan

Playback ! Brightness/Backward
:-._ :I Lo P | | 1y J I___]
| |
LCD Display
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Preparing Media to Scan

1. Select the appropriate slide holder and adapter needed for your slides or negatives.
a. Each adapter tray and insert is clearly marked with the type of film it adapts.

135 Slide Holder/

Main Holder 135 Film Adapter 126 Film Adapter 110 Film Adapter
NI I [ TEAM ] [ wemwm [ meAm |
—1 B — -
1 o e L L ]
. \ C — =t
- [ v

2. To load slides:
a. Flip up the top cover of the 135 Slide Holder/Main Holder
b. Place the slide into the holder. Line up the slide with the opening.
c. Snap the holder closed.
3. To load negatives:
a. Flip up the top cover of the 135 Slide Holder/Main Holder
b. Select the appropriate adapter for your film (135 film adapter for 135 film, etc.)
c. Place the adapter into the 135 Slide Holder/Main Holder. Make sure that the
four pins of the adapter are inserted into the four holes of the holder.
d. Place the negatives into the holder. Line up the negatives with the opening.

e. Snap the holder closed. It should be completely flat. If it does not close properly,
do not force it shut. Reposition the adapter and try again.
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4. Place the holder with your slide or film into the adapter.

Je]==]a ————y |elE=Tellli=
EERE®|[| | Glolala

Capture

1. Turn on the scanner by pressing the Power On/Off Button.
2. Select Film Type on the home page and press OK/Scan to confirm.

3. Use the arrow buttons to choose your type of film (50mm slide, color negative, or b&w
negative). Press OK/Scan button to select.

= @8 D

50mm Slide Color Negative B&W Negstive
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4. Once you have selected the film type, a submenu for film size will appear on the screen.

Use the arrow buttons to choose your film size (110, 126, or 135), and press OK/Scan
button to select.

126 Film

5. Confirm that the slide or negative is centered on the screen.
6. Press the OK/Scan button to scan. The image will automatically save.
7. Feed more slides into the scanner or shift the film until the next image appears.
8. Continue steps 3 and 4 until all images have been scanned.
Upload

To save your digitized images to your USB drive, you must upload the files from the scanner to
the computer.

1. Go tothe Home Menu on the slide scanner and press the right arrow key until it selects
“USB Upload.”
a. Press the OK/Scan button
2. Wait for the scanner to connect to the computer. This may take a few seconds. When
connecting, the computer will recognize the scanner as an external device.
3. Goto This PC and locate the new drive that appeared. The USB drive may have a
different name, depending on what is plugged into the computer.
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4. Click the folders until you find your images.
5. Highlight the images you would like to transfer.

a. Click and drag the files to your USB drive.

b. Check that they are on your USB drive.

FILES DO NOT DELETE AUTOMATICALLY. Please be sure to delete your files before leaving the
Digital Legacy Lab.

To delete all files at once:

1. Press the Playback button to enter Playback mode: u

2. Press the Resolution/Delete button twice to enter Delete All mode

R

i

i}

3. Press the Right Arrow/RGB once to highlight YES in yellow, and press the OK button.

To delete individual files:

1. Press the Playback button to enter Playback mode: u

2. Press the Resolution/Delete button twice to enter Delete All mode

R

—
i

i}

3. Press the Right Arrow/RGB once to highlight YES in yellow, and press the OK button.
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The Digital Legacy Lab can convert VHS, VHS-C, and DVDs using the UCEC All-in-One USB 2.0
Video Capture converter. Use the adapter to connect to the Sony SLV-D350P VCR and DVD
Player.

Table of Contents

Recording a VHS or DVD 52 Troubleshooting 60

Save Your Video Files 54

Recording a VHS or DVD

1. Make sure the DVD/VHS player is plugged into the All-in-One converter and turned on.

a. This is the converter. Connect each plug to the matching plug on the cord
attached to the DVD/VHS player.
i. Red tored, yellow to yellow, and white to white.
ii. The other end (USB connection) should be plugged into the computer or
USB strip.
2. If the VHS/DVD player starts playing, press STOP for now.
3. Double-click the Honestech VHS to DVD 3.0 icon on the desktop.

3

Honestecn
VG STOID VA

4. If prompted, enter the product key for the software. If not prompted, skip to the next
step.
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a. The product key is located on the Honestech CD case in the Digital Legacy Lab
storage bin. It is also located on the inside back cover of the DLL binder.
5. The Honestech window will open.
6. Click Option.

At vHs toovo 1.0 EEED |
& Proec

2 Edit 3. Burn

a. Make sure the AV TO USB2.0 is selected for video.
b. Make sure the audio is Microphone (AV TO USB2.0).
c. Click OK.

Video Device: |AY TOUSB2.0 ~|  Seting
AudioDevice:  [Microphane (2-AVTOUSB20) |  Setiing
Format [ovD ~|  Seting
Video Type:  |NTSC =l
Quality |Best -
Split Size : 438 GB =]

Output Folder : )

C\Users\GCMML\Desktop\VIDEO FILESY

o

7. Press Record on the Honestech software and then press Play on the VHS player or DVD
player.
a. The tape will start to play and the software will record.
b. You should see the video on the screen and hear the audio.
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8. When finished, press Stop on VHS and DVD player and then Stop in the Honestech
software.

9. Rewind your VHS tape and eject it from the VHS player. Eject the DVD from the player.
10. Insert a new VHS or DVD to record another video.
11. When finished, save your files to a USB drive, or burn them to a DVD.

Save Your Video Files

Geauga County Public Library recommends saving your files to a USB drive (also known as a
flash drive or memory stick) with at least 8GB of storage data. USB drives come in many sizes,
so choose the size best for your projects and budget.

1. Close or minimize the Honestech window. You do not need to save the project.

At vis toovo 3. HEE

d P
& Project 1. Capture I 2. Edit l 3. Burn | I

2. Locate your files. Files are located in the Documents folder in the File Explorer.

a. Click on File Explorer in the taskbar. E
b. Click on Documents.

c. Double click on the VHS to DVD folder.
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If you changed the save location in the Honestech Options, locate that folder

d.
instead.
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="

=

Share View

« « 4 [E > This. > Docu.

9]

P Search Documents

~ Name Date modified

# Quick access
I Desktop
& Downloads

Adohe 2/10/20:

2/21/2023 1

VHS to DVD

| Documents
&= Pictures

D Music

B videos

© Creative Cloud Fil¢
@ OneDrive

= This PC v <

Type

File folder

File folder

>
[E=

3. Highlight the files you want to save by clicking and dragging the cursor over them.
4. Click on the highlighted area and drag your files to your USB drive on the left.

a.

[m1gan-
1 > VIDEO FI

MMLVHS ~

b Music

B videos

© Creative Cloud Filc
@ OneDrive

= This PC
¥ 3D Objects
I Desktop

{5/ Documents
‘ ¥ Downloads
D Music

=) Pictures
B videos
& WindowsRC)

~- FRANKLIN ()

~- FRANKLIN (E)

Share  View

If the files are large, try saving one at a time.

Play

Video Tools

ILES

Click and drag

DVD_140230_0

File Too Large to Save

P Search VIDEO FILES

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 to save your files in a zip file.

For example, 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.

Open the VHS to DVD folder in the Documents folder.
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Bl M = | Documents O X
Home Share View 0
— v T IE] » This.. » Docu.. ] 2 Search Documents
~ Name Date modified Type
3 Quick access
I Deskiop - Adobe 2/10/2023 9:36 PM File folder
| vHstoDvD | 2/21/2023 10:50 AM File folder
¥ Downloads

&= Pictures »
J’! Music

i Videos

@ Creative Cloud Fil¢
@ OneDrive

% This PC v <

2 items -

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

= Documents X +
< ™ [&] 3 > Documents >
@ New T Sort = View
=
Date modified Type Size
Folder
File folder
2__Shortedt
File folder
Bitmap image
B S Z Templates File folder
@3 Microsoft Word Document File folder
3. Rename the new folder
M 1 = [ VHStoDVD - o x
“ Home  Share  View @
« v & 1 > ThisPC > Documents » YHSto DVD > v O ) Search VHS to DVD

7 Quick access

o
I Desktop * H
¥ Downloads o
al
=| Documents » —
DVD Folders UDI Files DVD_1048240  DVD_048350  DVD_104342.0

= Pictures .

[

4. Click and drag around the files you want to save to your USB drive. This will highlight

B Play HS to DVE - O X
Home  Share  View  Video Tools (7]
<« v 1 > ThisPC » Documents > VHS to DVD v O P Search VHS to DVD

3 Quick access

O
[ Desktop » =
¥ Downloads » E
- I
|5 Documents » =

DVD Falders UDlI Files Videos DVD_104824_0 DVD_104835_0 DVD_104942_0
&= Pictures »

5. Click on the videos and drag them into the new folder.
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- s
[ T o
Search VHS to DVD

« ~ 1 > ThisPC * Documents > VHS to DVD v 0

# Quick access

e g Hen

$ Downloads - & =
Documents H

DVD Folders DI Files Videos DVDIMB240  DVD_1048350  DVD_104942.0 VD Eolders el videos

| & piewres

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.

[7H

Elapsed time: 00:00:01 Total size: 108 MB
Remaining time: 00:00:00 Speed 69 MB/s
I Files: 3 Processed: 72188 KB
13 Compressed size: 40009 KB
Compression ratio! 55%
| Adding
Videos)
DVD_104942_0.mpg
| I

| Background Pause Cancel

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

il

L
8

|

Videos

Burn to a DVD

There are multiple ways to burn a DVD. Here are the directions to burn a DVD in the Honestech
software.

1. After recording the video(s) you want to burn to a DVD, click the Burn tab.
2. Click and drag the files on the right side of the screen to the middle of the software.
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At wis o ovo 1.0 EE

s ‘At vis to ovo 2.0 [EIEER 53 Proie
o e 1. Capture l 2. Edit 3 Bum I [
M Q@ =) B ' L
OV 108623_ 0 I 1 T.tl
Click and drag 1 2 3 o v
- - ‘ - o
DVD_103524.0 DvE 104942 0 -
1 Tt
P Create menu i Disc Info @, Erase I @J Burn a* 0 G Gl P Create meny ‘ i Disc Info
L

r
(=, Erase @7 Burn ol B ST

3. This will create a default menu that you can edit.

a. Double-click on the title (“My Title”) to type in a new title

1. Capture I 2. Edit I Burn |

DVD_14342 Onog

DVD_104524 0 DVD_104535 0

it wis to ovo 1.0 [EIE

% Croste menu i Disc Info (&}, Erase @&J Bum |\4' O G G

b. Double-click on each file name under each video to change the name of each

individual video and organize the videos.

At s toovo 2.0 HEE

1. Capture l 2. Edit I 3 Bum |

L wis o ovo 2.0 [EER

1 2 VD_135. 0 o
= a— | | U] E O -
TETIE OVD_I044Z Do
DI, <
U

DVD_104524_0 DVD_104535_0

.
@ Crasie menu i Disc info (&, Erase @ Bum ot O Gu G @ Craels menu i Disc Info <), Erase ‘ @J Bum l.a' O G

c. If you do not want an automatic menu, uncheck the box next to “Create menu.”

The screen will change to this.
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4 whis toovo 3.0 [ HEEY
W Pries 1. Capture I 2 Edit I 3.Bum

File List (N '

1 Video 1

2 Video 2

3 Video 3

(%, Erase H @7 Burn ‘ o' o' Qo G

I~ Creste menu | i Disc Info |

4. Insert the blank DVD into the computer CD/DVD drive.
a. Wait until the computer recognizes the blank DVD. This may take some time.
b. If the DVD is not recognized, try ejecting and re-inserting the DVD.
5. When ready, click Burn in the Honestech software. The videos will be burned to the DVD
and will be playable in a DVD player.

AT vis o ovo 2.0 [EE

6. Eject your DVD from the computer.
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Problem

Cause

Solution

The device is playing but there
is no video or audio playing on
the PC

The All-in-One converter
is not correctly plugged
into the device.

Plug each cord into its color-
corresponding plug on the
device. Make sure that the USB
port is plugged in.

Cannot hear the recordings
once saved and trying to play
them on the computer

Computer audio output
not set correctly.

Access the Settings > System >
Sound. Under Output, select the
device you are using to listen.

Audio is playing, but no video
is playing on the Honestech
software

The Honestech software
options are not set
correctly.

In Honestech, click Option.
Make sure “AV TO USB 2.0” is
selected for Video Device. Make
sure “AV to USB 2.0” is selected
for Audio Device. Select OK.

The AV to USB2.0 option is
greyed out in the Honestech
software

Computer volume mixer
settings not set correctly

Close Honestech. Access the
Settings > System > Sound.
Under Advanced Options, select
Volume Mixer. In the Input
device dropdown menu, select
AV to USB2.0. Restart
Honestech.
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The Audio-Technica AP-LP120XBT-USB turntable can convert 33 1/3 and 45rpm vinyl records.
Records are digitized in real time.

78rpm conversion is available upon request. Please contact the Digitization Specialist to set up

an appointment.

Table of Contents

Recording Audio 61 Burntoa CD 65

Save Your New Music File 63 Troubleshooting 68

Recording Vinyl Audio

1. Turn the power dial to ON. The power dial and rpm speed buttons will light up.
2. Gently remove the cartridge protector.

Protactor

3. Open the Audacity software on the DLL desktop. The Audacity icon looks
like this:

4. Press the Record button on the software. The Record button is a red circle.
File Edit Select View Transport Tracks Gengrate Effect Analyze Tools Help
n e e )& T~ o o
j * Audio Setup Share Audic

L (O R T L R T T
\Q, R -54 45 42 36 30 -24 18126 {1 D) R -54 43 47 38 -30 24 13 12 8 @

V1.0 [I{.[] 1.0 20 3.0 4.0 5.0 6.0 7.0
L | L L L L | L

5. Place the vinyl record on the platter. Press the Start button.
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a. Press 33 for 3 1/3 rpm or 45 for 45 rpm. The record will say what type it is on the
label.

START/STOP

b. If converting a 45 rpm record, attach the 45 rpm adaptor beneath the record.
The adaptor is located in the top left of the turntable.

At 33-1/3 RPM At 45 RPM

Record 45-RPM (L

6. Place the needle on the outside edge of the record as it spins.
a. The record starts to play.
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7. Audacity will begin recording your record.

| & Audacity — m] * }
File Edit Select View Transport Tracks Generate Effect Analyze Tools Help
B Y B S T}
o o JDr @aagaQ. @, g Hd wbesddaeapd
= B g8 g8 ) g8 = S S
7k AudioSetup " share Audio :; ) | ESSiE s A IR 5 O
& 12.0 130 V 14.0 15.0 16.0 17.0 18.0 19.0 20.0 21.0 22.0
. . L L L . . L L . .
® Audio 1 e Audio 1.1
Mute Solo e
Effects 05
- +
o 0.0
L 3
o 0.5
-1.0
1.0

.. Tempo Time Signature __C]Snap N __Se\ectmﬂ 00h00mO4 876s
B P D 00 h 00 m 13 s .

i g +

Audacity Play-at-Speed Toolbar
Playing. Actual Rate: 44100

a. Ifyou can’t hear the record playing as it records, make sure the Software
Playthrough is on.
i. Click Transport = Transport Options = Enable audible input monitoring
ii. There should be a checkmark next to “Enable audible input monitoring”.
If there is not, you won’t hear the sound as it records.
8. When the record stops, press the Stop button on Audacity. The Stop button is a black

square.
€ Audacity = O X
File Edit Select View Transport Tracks Generate Effect Analyze Tools Help
. Lo
o N B AR P E L e &
(N H H H = — o
Audio Setu Share Audio i Lo lag 30 24 45 - !
2k P areAudio i ) L -54 43 42 36 30 24 13 12 6 O
& |0‘0 1.0 20 3.0 ¥ 40 5.0 6.0 7.0 8.0 9.0 10.0 11.0

9. Once you are finished recording, replace the cartridge cover.

Protector

Save Your New Music File

1. In Audacity, click File. Then select Export Audio.
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~

€ Audacity

File Edit 3Select View Transport Tracks Generate E
Mew Ctrl+MN
Open... Ctrl+0Q
Recent Files

Open Frem Cloud...

Save Project
Save To Cloud...

]

Export Audio... Ctrl+Shift+E

Export Uther

Import

Share Audio...

Close Project Ctrl+W
Cuit Audacity Ctrl+Q

.

2. Title your track and select your format. You can also edit your metadata, or change

where the file will be stored. When finished, press Export.

a. In most cases, you will be fine with an MP3 or WAV file.
b. Save your file to your USB drive by selecting Browse, then selecting your drive.

Export Audio

File Mame:  YourTitleHere.mp3

Folder: ChUsers\Name\Music\ Audacity

Faormat: MP3 Files i

Audie options
Channels () Mono @ Steree () Custormn mapping

Sample Rate 44100 Hz ~
Bit Rate Mode  Preset w7
Quality  Standard, 170-210 kbps ~

Export Range: @) Entire Project
Multiple Files

Current Selection

@ Trim blank space before first clip

Edit Metadata... Cancel

Browse..

Configure
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1. Insert the blank CD into the computer using the CD/DVD drive.

A

2. Left-click and drag to highlight all the files you want to burn to the CD.

Example Folder

Blu-ray Oisc

X +

3. Click on the three-dotsicon (... ) in the top File Explorer menu.

Vinyl Recorder 65

T C [J > Example Folder
@ New ~ gg [p @D @ Tl Sort ~ = View ~ -
I
El Gallery Mame Date modified Type Size
. = OneDrive | & Trackon 12/31/1994 7:00 PM CDA Audio File (V... 1k8|
| & Tackoz 12/31/1994 7:00 PM CDA Audio File (V.. 1k8|
| & Trackos 12/31/1924 7:00 PM CDA Audio File (V... 148
B Desktop »
| & Trackos 12/31/1994 7:00 PM CDA Audio File (V... 1k8|
i Downloads
| & Trackos 12/31/1994 7:00 PM CDA Audio File (V.. 1k8]
= Documents # | £ Track0s 12/31/1994 7:00 PM CDA Audio File (V... 1 |(|3|
PN Pictures 4 | A Trackd7 12/31/1994 T:00 PM CDA Audio File (V... 1 n;|
@ Music + A Track0s 12/31/19947:00 PM CDA Audio File (V.. 1k8|
O videos  # A Track0o 12/31/1994 7:00 PM CDA Audio File (V... 1KB
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4. Select Burn to disc

Example Folder X +
T @ ) > Example Folder
@ MNew - & O B B W N oSote = View | e
N D Siz
#% Home ame ) Undo e
A Tracknl i File (V... 1KB
A Galtery — Burn to disc j —
2 TrackD?2 | 1o File (V... 1KB
> OneDrive -
s Track03 ‘ ompress to e 1o File (V... 1KE
o Trackld 1 ;? Lo B idio File (V... 1KE
B Desktop  # A Trackds 1 udic File (V.. 1kB
Copy path
4 Downloads # £ TrackDG 1 idic File (V.. 1KB
=] Documents # & TrackoT 1 &8 Selectall idio File (V... 1K8B
S Tracknf 1 00 Calart mans wlin Fil= M4 1KR

5. Ir_1. the next window, select With a CD/DVD player. Click Next.
a. You can also name your disc in this window.
r Fa
Burn a Disc >

&

sﬂ How do you want to use this disc?

A Disc title:  Example Disd|

A (") Like a USB flash drive

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

ﬂ Systern)

© With a CD/DVD player

H 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?

&

A Mext Cancel
D ——
i TarL1z 1731 /1004 70N DhA

6. The next window that opens will be the CD. Click on the three-dots icon (...)

Vinyl Recorder 66



E Geauga County
Digital Legacy Lab L/Bvﬂ;) Public Library

7. Click Finish burning.

BD-RE Drive (D:) X +

& > T (& (J > BD-RE Drive (D)

) New ~ Tl Sort ~ = View ~ P Eject aan
-~
/5 Horme Mame Date modified B lize 4
~ Files Ready to Be Written to the Disc
'j Gallery / Finish burnin
Track(1 12/31/1994 T:000N g 1KB
» ~ Onelrive
Track2 12/31/1994 700 PN ¢ QOptimize 1KB
Track0D3 12/31/1994 7:00 PN Lio e 1KB
B Desktop 4 TrackD4 12/31/1394 7:00 PN 1KB
4 Downloads # Track0s 12/31/1984 7:00 PN <2 Pin to Quick access 1ke
= Documents # TrackD6 12/31/1994 7:00 PN i::.j Select all 1KB
. Track07 12/31/1994 7:00 PN 1EKB
P9 Pictures -~ B2 Select none
i TrackD2 12/31/1994 00PN 1KB
O Music # 2% Invert selection
o TrackD9 12/31/1994 7:00 PN 1KB
8. Click Next.
x |
“ == Burn to Disc
1 Prepare this disc
q |
Disc title:
q |
q il
1 Recording speed: !
24y e
q 1]
q 1]
q 1l
Mew files being burned to the disc will replace any files already on the disc if they have the
SEME Name. L
q 1l
d [T Close the wizard after the files have been burned I
4 1]
g 1]
Mext Cancel
3 < )

9. Once the CD has finished burning, the CD should automatically eject from the drive. If it
does not, select Eject in the File Explorer menu.
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Problem

Cause

Solution

Recording sounds loud and
distorted

The gain level is too
high

Recording is barely audible

The gain level is too
low

Option 1: Slide the gain slider next
to the levels.

Option 2: Turn the gain knob on
the cassette player.

Cannot hear the recordings
once transferred and trying
to play them on the
computer

While the USB device is
connected, can’t listen to any
music from the computer

Computer audio output
not set correctly.

Access the Settings > System >
Sound. Under Output, select the
device you are using to listen.

Audacity is not registering
any audio recording, but the
record is playing.

Audio input not set
correctly

Click the Audio Settings dropdown
menu. Select Vinyl Recorder.

Recordings are mono instead
of stereo

Recording input
properties not set to
“stereo”

May need to manually specify

“stereo.”

In Audacity:

Select Audio Setup > Recording
Channels > 2 (Stereo)

If Audacity is set to “stereo” but

recording is still “mono”:

1. Go to Settings, then select
System, then Sound. Click the
Input tab and highlight the
Microphone input Vinyl
Recorder (USB Audio Codec).

2. Click on Properties to bring up
the input settings. Click on the
Advanced tab and select 2
channel, 16 bit, 44100 Hz (CD
quality) in the Default Format
pull-down menu. Click Apply to
accept the settings.

The sound from the USB
device’s audio outputs is
distorted or full of static

Line/phono level switch
may not be set

properly.

Check the line/phono switch on the
vinyl record player and make sure
it is set to the appropriate level for
the inputs connected.
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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.

W ThisPC X+
&« a4 (6] J > ThisPC > Search This PC
& @ @D TL Sort 5= View A et
b Downloads ~ Devices and drives
] Documen " B2 LocalDisk(C) ILm\D.;k ()
Pictures N 7 b free of 443 GB DN 55 e free 07 093 GB 30.9 GB free of 30.9 GB
. Scarlett Solo 4th (G:) USB Drive (1)
@ Music BD-RE Drive (F) — =
= 920 KB free of 140 KB BN . G free of 374G
I3 Videos
Quick Start Guic
Screenshots
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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 + -

€ > T~ c 0 > Video Guides Search Video Guides

@ New - & @ B ® W NsSetr O View-

#% Home

A Gallery
> @ OneDrive
8mm Converter

WHS Converter

B Desktop

' Downloads

=] Documents

L T T

A 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.
7 Quick Start Guides a a ] ] ] 8
- E E
> g Creative Cloud Files 2mm Converter Cassette Tape FastFote Photo Film and Slide Flatbed Scanner
Converter Scanner Scanner
~ [ ThisPC

5 e Local Disk (C:)

to USE Drive (1:)
> B Scarlett Solo 4th (G:)

> wem USB Drive (I2)

> 8 Network

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

_ Video Guides x a4
< > > Vid
() 12% complete T & Qo
Copying 7 items from Video Guides to USE Drive (I:) @ New ~ a\{: o ED
12% complete
| " Quick Start Guides []
_ Screenshots

~ More details

> | e Creative Cloud Files

mm Conve|

~ [ ThisPC
> %= Local Disk (C)

> = Local Disk (D)

> == Local Disk (E3)
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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, eject the drive. Never remove the USB drive without ejecting
it first as it may corrupt the files.

a. Option 1: Select Eject from the USB folder toolbar.

== USB Drive (I *x =+
< I & J > ThisPC > USB Drive (I}
Eject or remove the selected drive or device.
® New Tl Sort i FAN Eject
Quick Start Guides (O MName Date modified
Screenshots This folder is empty.

b. Option 2: Select Eject from the taskbar.

i. Click the arrow in the bottom right corner of the taskbar to Show hidden
icons.

ii. Select the Safely Remove Hardware and Eject Media icon. It looks like a
USB drive with a check mark.

Safely Remove Hardware and Eject Media
Show hidden icons

i

iii. Select Eject USB drive.
1. Your USB drive will have a different name depending on the drive
and if you have renamed it.
2. If you are not sure which drive is yours, check the drive letter (ex:
USB Drive (F:) ) while your USB folder is open.
c. 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.

[, wWindows host process (Rundll32)

Safe To Remove Hardware
o The "USB Drive (I:)' 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 76



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

Rip a CD or 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.

A e —
3 1_ - b ‘._

N =
T =

Blu-rayOisc

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

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

& VLC media player
Media Playback Audic Video Subtitle Tools View Help
[¥] OpenEile.. Ctrl+0
I_b'i Open Multiple Files... Ctrl+Shift+0
Open Folder... Ctrl+F
#) Open Disc... Ctrl+D
Open Network Stream... Ctrl+N
Open Capture Device... Ctrl«C
Open Location from clipboard Ctrl+V
Open Recent Media

Save Playlist to File...
Convert / Save...
t»1)  Stream... Ctrl+S

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.
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\_ 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.

Y
F=1

Source

Source: |dvdsimple:\\\D:Y

Type: dvdsimple

Settings

@) Convert

[] pisplay the output
[] peinterlace

Profile MERIEES

O 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.

S —— 01:18

L IRC LUmET =] E3 o i ] > e m]m OREIEIES L]

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.
13. When you are finished, eject your USB drive.
a. Click on the carrot in the bottom right corner of the screen and click on the USB
icon. Click on your USB drive to eject.

Safely Remove Hardware and Eject Media
Show hidden icons

i

+ 1008
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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.

4 AutoPlay

DVD RW Drive (D)
Se hat hap with blank DVDs.

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  Shre  view | breToos

T > DVD RW Drive (D)
Name

st Quick access

I Desktop

¥ Downloads

[£] Documents

&=/ Pictures

DVD Tutorials
b Music
i Videos

& Creative Cloud Files
@ OneDrive

= This PC

—

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

| BB = | VHStoDVE Play - B X

Home  share  View | Video Tools (2]
« v 4 | <Doc. > VHS to.. v O O searchVHSto DVD
3t Quick access
I Desktop

¥ Downloads
|£ Documents
&= Pictures

DVD Tutarials
b Music
m Videos

@ Creative Cloud Files
@ OneDrive
% This PC
DVD RW Drive (D) M
« USB Drive (E)

Wb Network

Titem 1 item selected 225 MB =[5

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.

L

[
Burn a Disc X

.. How do you want to use this disc?

é Disc title:  Example Disd]

_.': () Like a USB flash drive
Save, edit, and delete files on the disc anytime. The disc will
work on computers running Windows %P or later. (Live File

j Systemn)

© With a CD/DVD player |

sﬂ Burn files in groups and individual files can't be edited or |
removed after burning. The disc will also work on most

ﬂ computers, (Mastered) |

Which one should | choose?

_,': Mext Cancel
& Torr12 1272171084 T-00 DA

i. Click Nextin the Burn a disc window. The disc formatting process begins.
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~

[ Manage

Home  Share  View  Drive Tools (7]
1 > DVD RW Drive (D) v O P Search DVD RW Dr.
~
Name Date modified Type Size

3 Quick access
[ Desktop 4 Drag files to this folder to add them to the disc.
4 Downloads
= Documents
= Pictures

DVD Tutorials
d Music

B Videos
® Creative Cloud Files
@ OneDrive
= This PC
DVD RW Drive (D:)
w~ USB Drive (E)

b Network

orems =

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.

B 1 = |VHSto DVE Play S X
Home  Share  View  Video Tools (7]

« v 1 « DOC. > VHS t0.. v O O search VHS to DVD

st Quick access
B Desktop
¥ Downloads

|5 Documents

&= Pictures

DVD Tutorials
J Music
i Videos

@ Creative Cloud Files

£ Windows Explorer

@ OneDrive

TR You have files waiting to be burned

to disc
DVD RW Drive (D) M

he files
w- USB Drive (E)

¥ Network

iv. The files display in a Files Ready to Be Written to the Disc window.
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v. Click on three-dots menu (... ). Select Finish burning.

G C
BA Ssctirary

1EB
1KB
1KB
1EE
1 KB
1KB
1KB
1EB

1KB

BO-RE Drive (DY) ® +
& G 3 »  BD-RE Drive (D3
) Mew T Sort = View f Eject s
A e Name Date modified 9 Undo e
P Gallery + Files Ready to Be Written to the Disc e
Track1 12/31/1994 7:00 IR
» Onelrive
Track02 TN TR ¢ Optimize
Trackl3 12/31/1994 7:00 PM ' Format
i Deskiop & Trackd4 1272171984 7:00 BM
& Downloads # Track5 127311994 T:00 P s Pin to Quick access
& Documents # Trackif 12711994 700 PN % Golect all
M Pictures  # JeackiaH IR 0 select none
4 Tracklg 00 P
& Music * 3% Invert selection
L » TrackD9
vi. Type a title for your disc if you like (default is the date). Click Next.
% |
“  we= Burnto Disc
1 Prepare this disc
q il
Disc title: |
q i
q i
1 Recording speed: i
24x ~
q il
q il
q il
Mew files being burned to the disc will replace any files already on the disc if they have the
q same name., 1
I I.
[ Close the wizard after the files have been burned |
|
|
Mext Cancel |
¢ #l
vii. The files will now be burned to the disc.

2 Burn to Disc

Please wait...

Burning the data files to the disc...

Estimated time left: 30 seconds

Cancel

X
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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.

= Burnto Disc

You have successfully burned your files to the disc

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

[Ies, burn these files to another disc

To dose this wizard, click Finish.

Cancel
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Issue

Possible Cause

Solution

Machine not responding

Specific machine not
plugged in

Check the power and USB
connections. Find the one for
the machine you wish to use
and make sure it is plugged into
the appropriate plug or port.
Cables are labeled by machine.

USB drive or memory stick
not responding

USB drive not plugged in

Check the USB connections.
The USB ports for the Digital
Legacy Lab PCs are located on
the right side of the screen.

USB drive not formatted
correctly

Confirm that your USB drive
has been formatted for
Windows PCs. If your USB drive
has been formatted to a Mac
computer, it may not work
properly. Please be sure to
bring a PC-compatible USB
drive.

File taking too long to save

File size is very large

Option 1: Break up your project
into multiple files while
digitizing, or use the available
editing software to make
shorter or smaller files.

Option 2: Save as a zip file.
Refer to Saving Large Files to a
Zip File in the tutorials binder.

Not a long enough
appointment in the Digital
Legacy Lab

Reserve multiple times in the
Digital Legacy Lab to complete
your project. You can always
save your work and come back
later.

Audio not playing through
headphones

Audio output not set
correctly

Access the Settings > System >
Sound. Under Output, select
the device you are using to
listen. For your own
headphones or the PC
speakers, select DLL PC Audio.
For the Scarlett Solo
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headphones, select Scarlett
Solo Audio.

Media is dirty and will not
scan properly

Media needs to be cleaned

One method is to wipe your
media with a soft cloth. A
microfiber cloth is available in
the Digital Legacy Lab bin for
this purpose.

8mm and Super8 Film Converter Troubleshooting

Issue

Reason

Solution

My film will not advance
through the machine

Film has imperfect splices,
film is bent, or broken
sprocket holes

Open the flap door while
film is stuck, move the
problem frames forward.
Then close the flap door
and continue recording

Some segments are jittery and
some are not

Sprocket holes may be
damaged from film being
played too many times

Try recording and
converting the film
backwards to use the good
edge of the sprocket holes.
Then use software to
reverse the video

!

Imperfect/Bad edge sprocket holes Normal I<

- D

DD

Bad edges—-->|

My film won’t go through the
machine

e

Some old film is wider than

loose manufacturing

The speed of the video is too
fast/slow

8mm at some sections due to

Place a piece of paper
carefully in the track table
to keep it wide enough to
fit this film

Edit in software such as
Adobe Premiere or VLC

Media player
My film is offset. Film bed needs to be 4. On the film converter,
adjusted to center on your select Menu.

film.

Troubleshooting 87



Digital Legacy Lab

E Geauga County
|B====| Public Library

5. Navigate to Frame AD)
using the arrow
buttons. Press enter.

6. Select X (left/right), Y
(up/down), or W (zoom
in/out) by pressing the
Enter button, then
adjust with the arrow
buttons.

Auto Feeder Scanner Troubleshooting

Problem

Solution

Photo or document jam in
scanner

1. Turn off scanner
2. Remove docs and photos from input tray

3. Pull down cover open lever to open the scanner cover

/ —
/

4. Gently pull out any jammed originals from inside the
scanner and from the output tray

~~/

77;;1\\\/‘/“
5. Close the scanner cover. Turn scanner on and resume
scanning.

Image is too dark

In the Epson FastFoto software, select Settings > Scan Settings.
Select the Photo Type best suited for your images.

If the image is still dark, try adjusting the Brightness setting.
Select Settings > Scanner Settings > Adjustments and set the
Brightness.
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Image is distorted or blurry

Make sure your original media is not wrinkled or warped, as
this will distort the scan.

If the image is still distorted,
1.

In the Epson FastFoto software, select Settings > Scan
Settings

In Main Settings, be sure to select the correct Image Type
for your media

In Advanced Settings, select Curled photo correction if
your photos are curled.

Scanned image colors do
not match original colors

Printed colors never exactly match colors on the computer
monitor because printers and monitors use different color
systems.

If you would still like to adjust the colors in the scanned image:

1.

In the FastFoto software, select Settings > Scan Settings.
Make sure to select the correct Image Type for your media
In the FastFoto software, select Enhance to let the program
adjust the image resolution.

You can also adjust the image resolution using editing
software such as Adobe Photoshop.

Cassette and Vinyl Record Troubleshooting

Problem

Cause Solution

Recording sounds loud and
distorted

Option 1: Slide the gain slider

The gain level is too high
& & next to the levels.

Recording is barely audible

Option 2: Turn the gain knob on

The gain level is too low
8 the cassette player.

Cannot hear the recordings
once transferred and trying to
play them on the computer

While the USB device is
connected, can’t listen to any
music from the computer

Access the Settings > System >
Sound. Under Output, select the
device you are using to listen.

Computer audio output
not set correctly.

Audacity is not registering any
audio recording, but the
record is playing.

Click the Audio Settings
dropdown menu. Select Input,
then select the device you are
using to record.

Audio input not set
correctly

Recordings are mono instead
of stereo

May need to manually specify
“stereo.”
In Audacity:

Recording input
properties not set to
“stereo”
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If Audacity is set to “stereo” but
recording is still “mono”:
1.

Select Audio Setup >
Recording Channels > 2
(Stereo)

Go to Settings, then select
System, then Sound. Click
the Input tab and highlight
the Microphone input for
the device you are using
Click on Properties to bring
up the input settings. Click
on the Advanced tab and
select 2 channel, 16 bit,
44100 Hz (CD quality) in the
Default Format pull-down
menu. Click Apply to accept
the settings.

Vinyl: The sound from the USB
device’s audio outputs is
distorted or full of static

Line/phono level switch
may not be set properly.

Check the line/phono switch on
the vinyl record player and
make sure it is set to the
appropriate level for the inputs

connected.
Microphone and Live Audio Troubleshooting
Problem Cause Solution
Cannot hear the recordings Check the transport settings in
once saved and trying to play Audacity:
them on the computer Select Transport > Transport
Options > Enable audible
Audacity transport input monitoring

While the microphone is
connected, can’t listen to any
music from the computer

settings or computer
audio output not set
correctly.

Confirm PC output is set
correctly:

Access the Settings, then
select System, then select
Sound. Under Output, select
the device you are using to
listen.
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Audacity is only registering
audio through one ear while |
am recording

Microphone audio only
accessible via input 2

Refer to Microphone and Live
Audio Basics Tutorial step 9 to
mix the stereo down into mono.

Audacity is not registering
any audio recording, but | am
speaking into the
microphone/playing music.

Audio input not set
correctly

Click the Audio Settings
dropdown menu. Select Input.
Select Scarlett Solo Converter.

Audacity is not registering
any audio recording, and the
audio input is set correctly.

Recordings are mono
instead of stereo.

Reset settings to “stereo.”

In Audacity:

Select Audio Setup >
Recording Channels > 2
(Stereo)

If Audacity is set to “stereo” but

recording is still “mono”:

1. Go to Settings, then select
System, then Sound. Click
the Input tab and highlight
the Microphone input
Scarlett Solo Input.

2. Click on Properties to bring
up the input settings. Click
on the Advanced tab and
select 2 channel, 16 bit,
44100 Hz (CD quality) in the
Default Format pull-down
menu. Click Apply to accept
the settings.

VHS/DVD and Camcorder Tape Converter Troubleshooting

Problem

Cause

Solution

The device is playing but
there is no video or audio
playing on the PC

The All-in-One converter
is not correctly plugged
into the device.

Plug each cord into its color-
corresponding plug on the
device. Make sure that the USB
port is plugged into the USB
strip.

Cannot hear the recordings
once saved and trying to play
them on the computer

Computer audio output
not set correctly.

Access the Settings > System >
Sound. Under Output, select the
device you are using to listen.
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Audio is playing, but no video
is playing on the Honestech
software

The Honestech software
options are not set
correctly.

In Honestech, click Option.
Make sure “AV TO USB 2.0” is
selected for Video Device. Make
sure “AV to USB 2.0” is selected
for Audio Device. Select OK.

The AV to USB2.0 option is
greyed out in the Honestech
software

Computer volume mixer
settings not set correctly

Close Honestech. Access the
Settings > System > Sound.
Under Advanced Options, select
Volume Mixer. In the Input
device dropdown menu, select
AV to USB2.0. Restart
Honestech.

The Hi8/8mm camcorder is
playing audio, but no audio is
playing on the Honestech
software

Camcorder speaker is on.

Close the LCD screen to turn off
the camcorder speakers.

The MiniDV camcorder is
playing audio at the same
time that the Honestech
software is, or with a slight

lag.

This is normal.

Camcorder cassette
compartment will not open
or eject a tape.

Camcorder will not turn on.

Camcorder turns off in the
middle of recording.

The camcorder is not
charged.

Make sure that the battery pack
is inserted into the camcorder
correctly. Connect the charging
cable to the camcorder and plug
it into the power strip.

Be sure to leave the camcorder
plugged in while recording to
avoid any loss of power.
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