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How to Digitize VHS Cassettes

Use this guide to digitize content from VHS cassettes into MP4 files. An output resolution of
720x480 is sufficient quality for preserving home movies and for sharing with family and

friends.

Figure 1: VHS cassette.

Equipment You Will Use:
e Memory Lab computer
e Headphones
e Vidbox Video Capture Unit
e VHS Cassette Player/Recorder (if the provided unitis a combination VHS/DVD
player, use only the VHS portion)

Software You Will Use:
e Vidbox Video Converter

Time Required:
e The runtime of the original video, plus 3-5 minutes to adjust settings and manage
the digital files.
e Allow 15 minutes at the end of your appointment to transfer the digital files
to your external storage device or upload to the cloud.
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Step 1: Prepare the Computer

Prepare the Memory Lab Computer and a Temporary Storage Folder

1. Ensure the Memory Lab computer is on. If not, press the circular power button on
the tower (see Figure 2).

‘21'\

Figure 2: Power button.

2. Connect headphones to a jack on the Memory Lab computer. (See Figure 3.)

Figure 3: Headphone jack.

3. Create a new folder on the desktop to store your files while you are working. Saving
to the computer while digitizing is faster than saving directly to external storage. At
the end of your session, you will transfer your files to your own storage.

Steps to create a new folder:

» Onthe desktop, right-click on an empty spot on the screen.

In the menu that appears, move your mouse over New.

Click Folder. A new folder appears on the desktop with its name highlighted.
Recommended: Type a custom name to replace New Folder, and then press
Enter to save it.
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Step 2: Prepare the Equipment and Cassette

Prepare the Vidbox Video Capture Unit

1. Locate the white Vidbox Video Capture Unit (see Figure 4).

2. Locate two connection cables (see Figure 5):
e The USB cable labeled Vidbox.
o The 3-RCA cable labeled VCR with three color-coded plugs (yellow, white,

and red). If an RCA cable is already connected to the Vidbox unit, confirm
thatitis labeled VCR; if not, disconnect it.
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3. Connect the cables:

a. Plugone end of the USB cable into the Vidbox unit and the other into a USB
port on the front of the Memory Lab computer (see Figure 6).

/ = s =
Flgure 6: Connect the USB ‘cable to ports on the Vldbox unit and computer.

b. Plug the RCA cable’s yellow, white, and red plugs into the color-coded
ports on the Vidbox unit (see Figure 7). The opposite end of the cable should
already be connected to the VCR. Ifitis not, ask staff for assistance.

Figure 7: Match the colors when plugging the RCA cables into the Vidbox.

Sarasota County

FIND 9"
WURSEE | PAB




Memory Lab Guide 08: How to Digitize VHS Cassettes | 5

Load the VHS Cassette in the VHS Cassette Player/Recorder

1. Ensure your VHS cassette is clean and in good condition. Use a cleaning wipe if
dusty. Remove any loose or peeling labels, which can jam the equipment.

2. Confirm the cassette is fully rewound. Check the top of the cassette (usually
labeled “Insert this side into recorder”). Look through the windows to make sure all
tape is on the left spool. In Figure 8, below, the cassette on the leftis fully rewound.

100 Wargpng Bine
Sarwncta FL 3478

Media Day

Figure 8: Cassette is fully rewound (left); cassette is partially rewound (right).

Note: If your video needs to be rewound, use the separate Magnavox rewinder
before inserting the cassette into the VHS player. Press the button to open the
rewinder, insert your cassette, and close the lid.

3. Press power on the VHS player to turn it on.

4. Insertyour cassette into the front slot of the VHS player (see Figure 9). The flap (tape
door) goes in first, with the label side face up.

Omvivision SIS
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Figure 9: VHS slot on the VHS player.
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Prepare the Vidbox Software

1. Onthe desktop of the Memory Lab computer, double-click the Vidbox icon.

VIDBOX

Figure 10: Software icon.

2. When the Vidbox window opens, click Easy Mode (see Figure 11). Experienced
users may use Advanced and Audio Modes at their own discretion, but this guide
only covers Easy Mode.

VIDBOX'
VIDEO CONVERSION FOR PC”

Easy Mode Advanced Mode Audio Mode
Capture old VHS, Beta, 8mm or camcorder tapes Capture video from VCR, camcorder or other Digitize your old music by recording audio from
and convert them to DVD or other digital formats. video player. Trim unwanted scenes and add your cassettes, LP records, and videotapes to
Save your memories from your wedding, transition effects. Create menus and burn to DVD create MP3 files or audio CDs.
graduation, family vacation and more. Disc.

& vibBoXx:

Figure 11: Select Easy Mode.
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3. Inthe Step 1. Select Your Video Converter window, select RCA (Composite) as
the cable connection type (see Figure 12). Then click the blue right arrow button at
the screen bottom to advance.

VIDBOX' D o 5
VIDEO CONVERSION FOR PC

® Step 1 Select Your Video Connector

Please select cable connection type.

\\Q\
>

RCA (Composite) S-Video

How to Connect

O @ o o QVH)BOX' « »

Figure 12: Select RCA (Composite).
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4.

In the Step 2. Record Settings window (see Figure 13), complete these steps:

VIDBOX'
VIDEO CONVERSION FOR PC

® Step 2. Record Settings

@ Recording Time

Adjust the Recording Time" by moving the slider to left or right.

A
000

C:\Users\hcmemiab01\Desktop\My Folder\

@ Save Location

O 0 e ‘@

The recording time should match the length of the video you are converting.

< VipBOX « »

03:00

v

Figure 13: Adjust recording settings.

a. Move the slider in the Recording Time box to the 3:00 mark unless you know

precisely how longitis.

b. Beside Save Location, choose where

to save your recording.

i. Clickthe blue foldericon (see red arrow in Figure 13).
ii. Beside Desktop, click the > symbol to expand a list (see Figure 14).

iii. Selectyour specific folder and

click Ok.

C:\Users\hcmemlab0 1\Desktop\My Folder

» HCMEMLABO 1
- > PN Pictures
> s OneDrive
> = DVD RW Drive (D:)

() L pesktop

Cla
> Sta! olunteers

> test
> & Videos

Cancel

Figure 14: Select a folder to save to.

c. Clickthe blue right arrow button at th
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5. Inthe Step 3. Record window (see Figure 15), complete these steps:

VIDBOX' D = 5%
VIDEO CONVERSION FOR PC’

® Step 3. Record

1. Enter video file name.

My Video_20260114

Preview Screen

2. Video aspecl! ratio

™ 43 0O 169
If your video does not appear here -
please check your connections S ﬁgyg‘;:l loiihe desked position and begin

4. Record the video.

E— s =l

Recording Time 00:00:00 / 03:00.00 00 %

506G < VipBOX « 2

Figure 15: Set recording options.

a. Under 1. Enter video file name, enter a custom file name in the input field.

b. Under 2. Video aspect ratio, choose 4:3. Most VHS recordings are 4:3. If
during playback, your video appears squished or cut off, it may be 16:9.
Return to this setting to adjust if needed.

c. For 3. Set the video, press Play on the VHS player to view your video in the
Preview Screen. Use the playback buttons on the front of the VHS player to
rewind or fast forward your video as desired.

Ormrivision 55
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Figure 16: Playback controls on the VHS player.

d. Once you find the video section that you want to begin recording from, press
Pause or Stop on the VHS player.
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Step 3: Digitize the File

Record the Video

1. To begin recording, click the red Record button on the computer screen (refer back
to Figure 15).

2. Promptly press Play on the VHS player.

Video capture occurs in real time, so the recording process takes as long as the
original video runtime. Do not use the Memory Lab Computer for other tasks during
the recording.

3. When the recording is complete, click Stop in the Vidbox software. The screen will
ask you to confirm that you want to stop recording. Click Yes.

4. Press Stop on the VHS player to stop playback.
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Convert the File to MP4

Your digital file has been created in MPG format in your saved folder. Follow these
instructions to convert the MPG to the recommended MP4 format.

1. Inthe Step 4. Review and Publish window, select Convert to MP4 (see Figure 17).
VIDBOX' 2 = %
VIDEO CONVERSION FOR PC’

® Step 4. Review and Publish

Manage your recording with one of the options

below or go back to Step 3 to record additonal
video.

Open File Location

ﬁ Convert to MP4 e
N

e > "og | BumDVD
00-00-00

& vinBox « ExT

Figure 17: Select Convert to MP4.
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2.

In the Convert to MP4 window, click the blue plus (+) icon to find the desired file to

convert (see Figure 18).

VIDBOX® convert to MP4 %

® File Name C:\Wsersthcmemlab01\Desktop\My Folder\My Video_20260114.1 o e
@ Resolution 720x 480 it
@ Video Quality
| | | 0 mB
Normal Good Best
@ Output Folder E:\ | —4
[ 1]
o

Figure 18: Convert to MP4 options.

Select a resolution for your conversion. The 720x480 size is sufficient for preserving

and sharing easily with friends and family. Larger resolution sizes are available but

require more storage and will not be as easy to share.

Set Video Quality. “Good” is sufficient. “Best” will require more storage.

Choose an Output Folder to save the converted file. You can use the folder where
the original file is or create a subfolder. The file names will be the same, but the file
format (.MPG and .MP4) will differ.

Click Save (the blue icon with a floppy disk) in the bottom right.

Figure 19: Save icon.

When the conversion status bar shows “100%,” the conversion is complete.
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Finish with Vidbox and the Equipment

1. Click the X in the Vidbox software screen to close the program.
2. Pressthe Stop/Eject button on the VHS player to remove your cassette.

3. Pressthe Power button on the VHS player to turn it off.

Continue to the next page for instructions to transfer your files and complete your
Memory Lab session.
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Step 4: Transfer Files and Complete Memory Lab Session

Transfer your new digitized files from the desktop folder to your own storage using one of
the options below. Large files or multiple files may take up to 15 minutes to transfer.

OPTION A: Use an external storage device (e.g. a hard drive or thumb drive):

Connect your external device to a USB port on the Memory Lab computer.
Double-click your folder on the desktop to open it.

Select all files by pressing Ctrl + A (or by clicking and dragging over them).

If File Explorer isn’t already open, click the yellow folder on the taskbar.

Click This PC, then locate and select your external storage device.

Drag the files from the desktop folder to your external storage device. A file transfer
progress bar will show the status of the transfer; see Figure 20.

Once complete, the files should appear in the external storage device.

8. After all files have transferred, right-click on your desktop folder and select Delete.

o0k wbd-=

N

3 9% complete

Copying 1 item from Videos to My Device
9% complete " x

( ) More details

Figure 20: File transfer progress bar.

OPTION B: Upload to a cloud storage service (e.g. Dropbox or Google Drive)

1. Use a browser on the Memory Lab computer to access the internet.
2. Logintoyourweb-based email or cloud storage service to upload your documents.
3. After allfiles have uploaded, right-click on your desktop folder and select Delete.

Before You Leave:

e Confirm your files are saved to your personal storage.
Files are deleted daily from the Memory Lab computer!

e Collect your original media from the Memory Lab equipment.
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