VVL Digitization Procedures

1. Power Up

Check that all power switches are turned on in the following order:

· Power strip on the floor (switch glows red when on)

· Computer power switch just below word "Dell" on PC tower 

· Switch on back of blue rack console (lights up when on)

· Switch on front center of Tascam BR-20 ("tape 1") in blue rack

· Small button on right side of Symetrix 420 monitor amplifier in blue rack

· Power switch on left of Pioneer SX-205 receiver on black shelf

Also check the following:

· Symetrix 620 A/D converter lights are on

· Alesis NanoCompressor lights are on

· LED displays are lit up on listed amplifiers and Tascam BR-20

· Computer responding in boot-up mode prompting for password

· Optional when used:

Power switch on Tascam DA-30 DAT deck in blue rack


Power switch on upper left corner of Technics cassette deck


Main switch on lower right of Sony reel to reel tape deck ("tape 3")

   
Power switch of Sony wireless headphones located on ear-cup right frame

2. Computer Set-up and Log-in

· Type boot-up password

· Login as "Vincent" and use assigned network password

· Click on "Multi!Wav Record" icon to open the BitWav audio recording utility

· Set "Record Audio Format" to 44,100hz, 16 bit, mono
· Clear the "Record File Name" box

· Refer to the "Queue" procedures for the day's tape selection
 

3. Inspect Tape in Queue

· Put on cotton gloves before handling tapes NEVER TOUCH THE OXIDE PORTION OF THE MAGNETIC TAPE WITH YOUR BARE HANDS. 

· Retrieve tape from the Voice Library shelf

· Examine for visible signs of trouble such as oxide or other residue in box, stickiness between layers, stretching, breakage or uneven distribution of tape pack

· If any problems are suspected, put tape aside on "problem shelf" with a note

· If the white leader located at the beginning of the tape is missing or very short (less than 24"), place it on the "problem shelf" unless instructed otherwise.

· If no other problems are suspected, proceed with the digitization

4.  Review Existing Tape Records
· Open the "Shortcut to Magic Call Number Search" icon on desktop

· Type in the original call number of tape "M****" and click search

· Mark the "bd" record of the call number and click "Save Marked Records"
· Click "Export Saved List"
· Send "to screen" and click "submit" 
· Under file "save as", create a new folder with the digital call # "VVL *****"
· Save the HTML file to the folder with the old call number: "M****bd*.html" 
· Review any existing information about the tape from the HTML file or from shelf list cards and original notes.  Note tape speed and duration.
· Include any information about errors, missing records, missing bands, etc. in the metadata word file kept in the folder.  Some items have no Magic record

· Add any errors found in the Magic record to the "Error Log"

5. Prepare Equipment for Digitization
· Clean tape deck heads and tape path with designated cleaner and swabs

DO NOT APPLY CLEANER TO RUBBER PINCH ROLLER
· Select "Tape 1" input button of the Pioneer receiver 





("Tape 1" should be displayed in the LED window)
· Pioneer monitor volume control should be set to about 10 o'clock

· The Alesis NanoCompressor settings should match the "Spoken Word" settings on the quick reference guide located next to the computer VDT.
Observe settings of the Symetrix 620 A/D converter.  They should be as follows: 

· Input control is switched to variable, levels near maximum

· Use "analog" for input select unless source is DAT

· Output sample rate = 44.1Khz

· Word size = D16 (dithered 16 bit)

· Output muted light is off

Observe the settings of the Symetrix 420 monitor amp
· Levels set to about 5 with gain control switched to "dual tracking"

· Mode switch set to "mono"

· Speaker switch set to "muted" if headphone listening only is desired

Observe the settings of the Tascam BR-20 tape deck.  They should be as follows:  

· Monitor level set to "MIN"

· Speed mode set to "FIX"

· Set speed of Tascam BR-20 to match the speed of the tape (3 3/4 or 7 1/2 ips)
If speed is outside this range, set it aside with a note and select another
· Input switches set to "CAL"; output switches set to "UNCAL"

· EQ switch is set to "NAB"

· Ref. level is set to "HIGH"

· All level controls are set to "MIN" except CH 1 output is set to about 7

· "REPRO" source selector switches should be lit green.  All others should be dim, especially the record-safe switches
· L Reel size switch set to "S" (yellow); R Reel size switch set to "L" (green)

· "EDIT" light is off
· Counter is reset to 00:00:00
6.   Load the Tape

· Carefully load the tape on the left spindle of the Tascam

· Pull out and turn the spindle to lock the tape in place

· Use the large metal blank take-up reel on the right side spindle and lock in place

· Carefully thread the tape from left to right by following the guide on the machine 

· Attach the tape leader to take-up reel by inserting into one of the hub slits
7. Final Check must be done for each tape band
· Push the "Play" button of the Tascam BR-20

Re-set all levels in the following order:

· Set Tascam CH 1 output level to indicate about "0" on the VU meter with only occasional bounces into the red area.

· Set the Symetrix levels to "max"

· Set the Pioneer control so that the Symetrix 620 readout just begins to flash into the yellow area.  DO NOT ALLOW THIS SIGNAL READOUT TO CLIP INTO THE RED AREA!  The NanoCompressor should only intervene to reduce levels when original signals are excessive or clipped.   
· Set volume of the Altec speaker or 420 amp to a comfortable listening level

· Adjust the volume on the Sony headset with the control below the power switch 

· Listen to the playback and note any unusual problems such as wrong speed, very weak, distorted or unintelligible signals.  If the tape begins to make a mechanical squealing sound on the machine, remove it and place it on the "Sticky Shed" baking shelf.  If there is no sound at all, or you are having other problems not listed here, refer to the troubleshooting guide or seek out staff guidance.
· Repeat this step for each band of the tape until the tape end is reached.

KEEP AN EYE ON THE LEVELS!  Note any dropouts or other problems

8. Digitize the Tape

· Rewind and cue up the tape just before the beginning of the band

· Go to the computer and add the new file name and destination path in the 

"Record File Name" box of the BitWav recording utility as follows:

· Click on the folder next to the "Record File Name" box

· Select drive designated in the queue and name the new file with the digital call number assigned: "VVL_*****.wav"

· Click "open"
· Check that the correct path is now displayed in the "Record File Name" box example mapped as: G:\VVL_*****.wav 
(When recording to the server, the networked path is \\audiosrv\av2\VVL_*****.wav)
USE CAUTION!  THIS STEP MUST BE DONE CAREFULLY FOR EVERY RECORDING.  THE MULTI!WAV UTILITY WILL DEFAULT RECORD OVER EXISTING FILES IF A NEW FILE IS NOT SPECIFIED

· Make sure the "Audio Record Format" is 44,100hz, 16 bit, mono

· Select "Record"

· Immediately push the "PLAY" button of the Tascam BR-20

· Mouse cursor and hard drive led will flash as digital recording progresses 

· Listen carefully to tape as it plays, WATCH LEVELS and follow procedures for 

capturing metadata and other information for creating the digital catalog record
9.  Post Digital Capture Operations

· Push "STOP" on the Tascam when the end of a recording is reached.

Watch for the white leader tape between recordings as a queue.

· Open the specified drive in "My Computer"and open the new audio file just made

(File should load with "Cool Edit" software)
· Observe wave-form display for any unusual signs of drop-outs or other missing information (Refer to "Cool Edit Guidelines")
· Observe the following from the bottom line and add to notes: total time in minutes and seconds, size of file in megabytes.  Note any discrepancies with original record. (note: 1 minute should equate to about 5 MB)
· Play portions of the file and listen for accurate reproduction

· Refer to Cool Edit Guidelines for current editing instructions that may include adding header information or removal of excessive lead-in or lead-out.

· Re-save the file with any changes

· Drag the new file to the folder of the same call number

· Select the "Multi!Wav Record" BitWav utility

· Cue up the next band of the tape and begin again with step 7 above or

once all the recorded bands of the tape are captured, proceed to the next step

· Refer to "Labeling  Procedures" if instructed to produce tape labels

· Refer to "CD-R Production Procedures" if instructed to produce CDs.

· Update "Daily Log"

· Add any errors found in the Magic record to the "Error Log"

10.  Rewinding the tape

· Carefully thread the tape back onto the supply reel so that it lays evenly against the inner surface of the reel hub

· Press the "SPOOL" button of the Tascam 

(this allows for a slow even wind for longer-term storage of the tape)

· Press the "REWIND" button 

· Rewind the tape completely to the supply reel (left side) and remove

· Place a yellow sticker on the tape reel hub area with the digitization date

· Apply new tape label (if instructed)

· Place tape in the "digitized" box on the work table

11.  Power Down

· When finished for the day, remove power from the equipment as follows:

Power strip on floor should remain on

· Close all programs and shut down the computer

Do not use the switch on the tower.  Use the on-screen Windows shut down

· Turn off the power switch on back of the blue rack console

Do not turn off individual equipment power switches in the blue rack
· Turn off the Pioneer receiver

· Turn off any other equipment located on the black shelves that was used

· Turn off the lights in the workroom on your way out and check that the door locks
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