Memory Lab Visual Guide to Important Points
Welcome to the Memory Lab Digitization Station!
This short visual aid will help familiarize you with where things
are located and what things on your screen should look like as you
access the various software applications we have available.

A few reminders:
1. Digitizing media items happens in real time. If you bring a 3
hour home movie, it will take 3 hours just to digitize the file. If
you bring a cassette tape with 60 minutes of music, it will take
60 minutes just to digitize the file. That does not include the
time needed to prepare the equipment before hand, or test and
finalize the file afterwards.
2. Plan ahead to figure out how much time you will need and make
a reservation in advance. Think about if there are any breaks in
your media like between segments or songs that you could use
as a stopping point to help you manage the process into shorter
sessions.
3. You are responsible for your digitization. This is a self-serve
station. Staff will teach, train, and assist you, but you are the
one who needs to monitor and oversee the process itself. Staff
have other responsibilities and cannot sit with you for an extended time while your media is recorded digitally.
4. It’s okay to ask for help! Staff will guide you to ensure you are
comfortable with the process and successfully complete your
project.
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Key Buttons on Equipment
This is the Power Conditioner main power
switch located on the bottom level of the equipment cart. All equipment on the cart has power
routed through this switch for safety.

This is the Audio Cassette Player located just above the
Power Conditioner on the equipment cart. The power
button is on the left and the tape deck with accompanying input buttons is to the right.

This is the CRT Monitor power switch. It is located on the left
side of the monitor just above the Audio Cassette Player on the
equipment cart. It connects to the VHS Player to test the visual
display of a video tape before digitizing. It should only be
turned on when connected to the VHS player and in use. Do not
change any of the settings on this monitor.

This is the VHS Player located above the CRT
Monitor on the equipment cart. The power
button is on the left. The input buttons are in
the lower right.
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This is the Camcorder Tape Player. It is located
on the top shelf of the equipment cart. The power button is on the left, and the input buttons are
on the lower right.

This is the Floppy Disk Drive located on the top
shelf of the equipment cart. It allows 3.5 in floppy disks to be read by modern computers. The
eject button is on the right.

This is the Memory Lab Computer. It is located on the cooling fan on top of the desk behind the equipment cart. This shows the back
side of the computer where the other equipment connects to it. The power button is on
the left.
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Images of the Computer Screen During Use
Once the computer boots up, this
is the login screen displayed on
the monitor. You will log in by
clicking on the left icon titled
‘Guest User’. The password to
log on is ‘MemoryLab’ with no
spaces.

Once you log in, the computer
will go to this desktop screen.
The various programs, called applications or ‘apps’ can be accessed by clicking on their visual
icons in the grey box at the bottom of the screen.

This is the Photo app for editing
photos and creating digital albums. This screen shows the
Photo window open and the
‘File’ menu open in the upper left
to the command ‘Import’ that allows you to bring your photos
into the app for editing. The
Photo app icon is a color wheel.
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This is the Blackmagic Media
Express app. It is used for capturing video from a VHS or
Camcorder into a digital format.
The red ‘Log & Capture’ tab is
open. The video as it plays and
is recorded appears in the black
upper area. The audio in the
lower right of the app window.
The Blackmagic Media Express
icon is a film reel.
This is the MetaZ app. It is used to format and create metadata for video files.
Metadata is like a digital label for the information contained in a file. It can include information about who, where, and
what is recorded in the video as well as
who recorded the video and how. Files to
be formatted are in the list on the left. In
the center is where information is entered
in the process. The MetaZ icon is a label
tag in white and red.
This is the Apple QuickTime app.
It is used for playing video and
audio files after digitization. You
can check to make sure metadata
is entered correctly and that the
file looks and sounds the best that
it can. The ‘File’ menu is open in
the upper left to the ‘Open File’
command. The QuickTime app
icon is a letter ‘Q’ with a clock
hand.
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This is the VLC video player app. It can play
a wide variety of video file formats including
from other countries. It allows you to save
video files to different formats depending on
the device you would like to view them on.
You can drag a video file icon from it’s location into the drag and drop box in the right
side of the app window, or search for the file
with the file explorer menu on the left. The
VLC app icon is an orange and white striped
parking cone.
These two screens show the
Handbrake app. It is used to
edit and format video files.
The top image shows the file
selection menu that appears
when you first open the app.
Use the file menu to select
the video file you would like
to format or edit. The bottom
image shows the main app
interface window where you
can edit video parameters to
your specifications by clicking through the tabs in the
center of the app window.
Your current tab of options is
highlighted blue. The Handbrake app icon is a red drink
in a martini glass next to a
pineapple.
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This is the Audacity app. It is
used for recording and editing
digital audio files. In the top left
of the app window are the input
buttons. The top right is the audio pickup display of the sound
being reviewed in the app. Below these two areas is the device
input and output selection menus
with blue drop down arrows. Be
sure these are properly set to the
correct device connected to the
computer. The sound wave patterns of the audio are displayed
below in the gray area. The Audacity app icon is a pair of blue
headphones with yellow and red
soundwaves between the earmuffs.

