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Step by step digitizing
First, read the introduction in this binder: there's some important stuff to know
there!
Select the tape you will be working on. Look at the list at the back of the binder to
see which one needs to be done next—please do them all in order of the list. Take
the tape out of the box and take the cassette out of the case. Put the case up
sideways sticking up in the box so you know exactly where it will go back.

Take a look at the skinny long side of the tape. You'll see two holes in it at either
end—these may have little plastic pieces covering them, they may not. Photo on
next page of what these tabs look like and where to locate them. The top grey tape
has already had the tabs removed, the bottom black one has not. The second photo
shows you how tiny the tab is once removed. You should throw these out. If they
still have the little plastic pieces in them, put the tip of a screwdriver under them
and pop them out. This makes the tape so it can't be recorded over again—that's
just a bit of a safety feature to ensure if the wrong button gets hit, we don't lose the
content on the tape. There should be a small screwdriver in the front pocket of this
binder. If it’s not there, please go find it—I’ll want it back at the end of the project!
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The next thing to make note of is the tape length. Don't trust what's written on the
outer case as to tape length: sometimes tapes get put in different cases. Look at the
tape itself. Somewhere on it, it should say 60 minutes, 90 minutes, 100 minutes.
It's possible there's some 30 minute tapes in there, but unlikely. This is the length
of the whole tape. What you really want to know right now is the length of one
side, which will be about half of the full length. So 30 minutes, 45 minutes, 50
minutes. This will tell you about how long you can walk away from the machine
while the digital transfer is happening or if you still have time to finish off the
transfer before the end of your shift. Please note: sometimes with tapes, especially
ones of this age that weren't really stored in the greatest of conditions (an uninsulated garage) before they came to us, they can stretch a bit. So you might find
the recording is slightly longer than what it should be. That's no problem, just
make sure you keep the transfer happening until the tape stops playing! It's usually
going to only be a few minutes longer than what the tape says, at the max.
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The next thing to look for is the side of the tape: side A or side B. Some tapes have
letters A/B on them others might have little dots: 1 dot for side A, 2 dots for side
B. You'll want to start working with side A, every time you start with a new tape.
Here’s a few examples of how the sides may be labeled. As you can see, they kind
of wander all over the side of the tape, even for tapes produced by the same
company!
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The next thing to look at is if the tape has been fully re-wound to the beginning of
the tape, is somewhere in the middle, or at the end of the side. If it's at the
beginning (all the tape is wound on the left sprocket as in the above picture) AND
the tape looks like it's wound evenly on the sprocket, you're good to go. If all the
tape is all on the right sprocket, you need to rewind it. If the tape is somewhere in
the middle or it's on the left but it looks like there may be weird tension gaps, you
need to fast forward it to the end, than rewind it to the beginning. Here's one that's
been partially played. You can see there's tape on both sprockets.

I know it sounds like a waste of time to forward then reverse instead of just
reversing, but there's a quality control reason for that. Old tapes often have tension
issues that can affect playback. By forwarding all the way to the end and then
rewinding, it evens out the tension across the tape and means that the digital
capture won't have any weird breaks/pauses in it. Some of the tapes have such tiny
windows that it’s hard to see if they’re wound evenly or not, so go ahead and just
fast-forward and reverse those to be sure.

5

Place the tape in the deck. It will go in with the side you want to work on facing
you, with the open holes where the tape shows through on the bottom.

If you need to fast forward, reverse, or both, the buttons you need are just to the
right of where the tape goes in the deck.
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REW is rewind, F FWD is fast forward: those are the skinny buttons just above the
stop/play buttons. Important note: be very careful not to hit the record button for
any reason! It's pretty close to the rewind button and easy to bump in error.
Because you've removed the little tags on the tape, it shouldn’t be a problem, but
just in case that step got skipped or the tape deck isn't picking up on those tags
having been removed, it's important to make sure the tape doesn't get recorded
over.
Click on whichever button you need to use, let the tape deck run the tape to the end
of the side and it will stop.
Now you're ready to digitize.
Turn to the computer. Double click on the Audacity icon. It's the little one that
looks like a sad pair of blue headphones around a yellow/orange recording level.

It will open up a screen that looks like the following. The defaults should all be set
to pick up the tape deck.
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Click on the record button.
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Then turn back to the tape deck and click on the play button.

On most of these tapes, there's going to be a short leader before the recorded bit of
the tape starts playing. It may be a little bit before you see sound levels reflected on
the Audacity screen or hear sounds coming out of the speakers. That's okay: I'll
edit out the blank bits of the digital file later.
The next image is what it looks like if it’s all working okay. You should—once the
sound gets going—see track lines that show the sound lines.
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Now you can walk away for awhile. Set a timer or some sort of reminder so you
don't forget to come back! It's okay if you're busy doing other stuff and can't get
back to the tape immediately at the end of the playback time, I can delete the extra
stuff later. But if it's going to be more than about a half hour after the tape has
ended, ask somebody to check it for you and stop playback within that half hour:
the computer doesn't have a ton of space for huge audio files and we don't want to
burn all that space up on dead air. Plus it makes the process of saving and
exporting the file take longer, too, when you get around to that part. If you lose
track of time and wonder how much has already passed, you can always look at the
time counters in Audacity. There’s two places to check: the counter just above the
two tracks (it counts in minutes/seconds) and the time counter on the bottom. The
orange arrows on the next image shows where those are.
If you think somebody else might need to use the computer while it’s working on
this, that’s okay, just minimize the screen to keep it running but so it’s not taking
up space on the monitor (the little flat line in the upper right of the Audacity
window next to the square—full screen and the x—exit).
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Quick note: the speakers attached to the computer should be playing the audio
content of the recording. Please don't have any other audio playing on the
computer itself while you're working on this. If you want to listen to any of the
recording you can, it's not private, but please don't record/share clips of it since we
don't yet have permission to do that from the interviewees/people speaking. And
remember folks around you: please don't turn the speakers up so loud that you
might be disturbing others in the vicinity.
Once the tape has played to the end of the side, the deck will stop playback. You
now need to stop recording in Audacity. Click on the stop button as shown in the
next image.
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Now you’re ready to save the file. But technically you won’t be saving, you’ll be
exporting. Click on the File button in the upper left of the Audacity screen.
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This will give you a drop-down menu. Click on Export.

Choose Export as WAV. First it will ask you where to save it. If you have not yet,
you’ll need to navigate to the external hard drive. Click on the “This PC” button on
the left of the screen.
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From there, go find Drive_1 (E:). You may have to scroll down to find it.
Doubleclick.

Then you’ll need to doubleclick on the project folder.

Next up is naming the file. Check the tape list at the back of the binder to find the
file names you’ll be using. Please make sure to copy these exactly: they can look a
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bit of a mess of numbers and letters, but they relate to a specific filing system and
we need to make sure they’re completely accurate.

Once you have the file name entered, click on Save. This will pop up another
screen full of fields that Audacity wants you to complete (see next image). Don’t
fill anything in. Just click on the OK button on the bottom of this pop-up.
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This will take you to a progress bar showing you how long it will take to finish the
save/export.

Once that’s done, you’ll need to close out the open file in Audacity. Click on File
again in the upper left of the Audacity screen. If you’re going to keep working on
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more tapes, click on Close. If you’re going to quit working on the tapes, click on
Exit.

Since Audacity has its own version of a file that isn’t MP3 or WAV, it will ask you
if you want to save the Audacity project. You don’t. Click on No and it will close
out the project and/or Audacity depending on whether you’ve chosen to close or to
exit.

If you have time to continue with the other side of the tape, go ahead and start that
one. Make sure you've crossed off/marked the file name on the tape list so it's clear
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that side has been completed. Hit the eject button on the tape deck, pull out the
tape and flip it around and start with a new blank Audacity screen. Or if you've
finished the tape and want to start on a new one, you can do that too. Remember to
check the list for the next tape to be copied. Please remember that some of the
tapes in the box have already been recorded and the list will have those already
highlighted.

