
Digitizing
Cassette
Tapes  
in the
Memory Lab



Plug in the computer and the cassette
deck to the power, under table
Plug the cassette deck into the
computer USB port in the back
Plug the headphones in at the
cassette deck
Turn on the cassette deck
Make sure the Pitch Control knob is
set up to the top at 12:00
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4.
5.



Loading the Cassette Tape.

This tape needs to be rewound.
All the tape should appear on the
left side to be sure you are
starting at the beginning.

Load the cassette with the 
 tape side down.  

Set the cassette deck counter to
zero to help you identify places on
the tape you want to find again.
Keeping a paper log of times will
help you find them.



On the PC, open Audacity. 
Exit this next screen. 



In Audacity, add a mono track (for voice) 
or add a stereo track (for music)



...

Familiarize yourself with the Audacity screen.

This is a track.

Press the red button to record, the black square to stop and the green triangle to play.

This will show how long you have been recording.

This needs to say USB Audio Codec (that's the cassette deck) 
 The  computer should pick this setting for you when it recognizes 
the cassette deck is there.



Pay attention to the
recording level!

It's probably best to keep that
recording level at 50% to begin
with. Do a short recording in
Audacity and listen to it. Raise  up
the level if you need to.  Do this by
dragging the blue circle where you
want it on that line by the
microphone icon.



This is what a waveform 
recorded at 86% looks like.
The green bar at the top
is another way to see 
a recording level. 

This is what a waveform
 recorded at 50% looks like.
The green bar at the top 
should not hit all the way
 to the right or be red.



Now, start your
recording.

3. Push play on the
cassette deck.

2. Push the red record 
 button in Audacity.

1. Make sure your recording
level is set where you want it.
Listen to your recording with
the headphones, plugged in to
the cassette player.

4. Push the black square
stop button when you are
done with the recording.
Then, push stop on the
cassette player.



How to listen to and edit your Audacity file:

Plug the headphones in to the front of the PC. (Take off the adaptor
at end of cord.) Make sure Audacity has the playback setting in the
middle of the screen, "Speakers/Headphones (-3 Realtech)." 



Editing an Audacity track

These are the editing tools. When they
are highlighted they are on. Click them
again to turn them off. The Selection Tool
is what you use to highlight places on the
track to work on.

The empty space between audio clips on
this track can be removed by clicking on
the selection tool, then clicking and
dragging over the space to get rid of,
then hitting delete when it is highlighted.  



Now save this Audacity file as an MP3 on your
storage device.

Make sure your storage device
is plugged in to the PC.

Click on File, Export ,
Export as MP3.



Selecting where to save and exporting to MP3

Determine where to save it 
on your storage device,
 select that  folder.

If you get this meta data screen, 
just exit by clicking "OK." This does
not need to be filled out, and if it does
not show up, that is fine.



Checking your storage device then exiting Audacity

Since you know your file has been saved as
an MP3 to your storage device there is no
reason to keep an audacity file. When you
exit the file click "No" to saving the project.

Watch the progress as the file 
converts to MP3.  Minimize the 
Audacity screen and double check 
your storage device to see the MP3 
saved there successfully. 



Listening to your MP3.

To listen to your MP3, plug the
headphones in to the front of the PC. 
 (Take off the adaptor at end of cord.)
Make sure Audacity has the playback
setting in the middle of the screen, 
 "Speakers/Headphones (-3 Realtech)"

Double click on the file name and 
it should open in Windows Media
Player or whatever software you
have selected.



Enjoy listening to your
 digitized cassette files!


