Olympus WS-300M Digital Voice Recorder

This is a handheld digital audio recorder that can also playback MP3 and WMA audio files and connect directly to a USB port without a cable.  It has a built in stereo microphone and runs on one AAA battery. It is useful for recording interviews, lectures, notes, and rehearsals and can also be used as a portable hard drive to store and transport data, photo, and audio files with its 256 MB internal flash memory.

POWER:

1. To turn the unit on, slide the HOLD switch on the left side of the unit into the down position.

2. To turn the unit off, slide the HOLD switch into the up position.  

3. The unit will go into STANDBY mode if it is inactive for five minutes.  To turn it back on, just press any button. 

4. Make sure to stop the recorder before you change the battery or you will lose data!

RECORDING:

1. Make sure the mode selector switch (just below the HOLD switch) is in the VOICE position.

2. Press the red REC button on the right side of the unit to begin recording through the built-in omni-directional microphone.  You can also connect your own external microphone to the MIC jack on top of the unit.  

3. Press STOP when you are done.

PLAYBACK:

1. Press PLAY to listen to what you recorded.  You can listen through the built-in speakers or attach headphones to the EAR jack on the top of the unit.  During playback, the (+) and (–) buttons adjust the volume. 

2. You can also adjust the speed of playback to skim through long interviews or slow down important parts for transcription.  During playback, press PLAY once to slow it down by 25%.  Press PLAY once more to increase the speed by 50%.  To resume normal playback, press PLAY one more time. 

3. You can use the LEFT and RIGHT arrow buttons to fast forward or rewind during playback.  Just press the button again to resume normal playback. 

4. To erase a file, just press the ERASE button.  

INDEXING:

You can insert an index mark so that you can easily find that place in the file later on.  Just hit the FOLDER/INDEX button during recording when you want to create an index mark.  You can insert up to sixteen index marks per file.  During playback use the LEFT and RIGHT arrow buttons to skip between index points.  This is a helpful way to mark an important part of an interview or speech for easy reference. 

MENU:

To choose between optional recording modes, press and hold the OK button on the front until it beeps and the MENU screen comes up.  

RECORDING MODE: 

You can select between four different audio quality modes.  The higher the quality you select, the larger your recorded file will be, so if you plan to record for a long time before uploading files to your computer, it is a good idea to choose a lower-quality mode.  If you need to record in stereo, you must select ST HQ mode.  All other modes record in mono.   

1.  To select a recording mode, hit OK to pull up the REC MODE menu.

2.  Now you can choose between the four recording modes:

a. ST HQ: Stereo High Quality mode. This is the only stereo mode.  You can record 8 hours 45 minutes in this mode.

b. HQ: Mono High Quality mode. Can record 17 hours, 30 minutes in this mode.

c. SP: Standard Recording mode. Can record 34 hours, 35 minutes in this mode.

d. LP: Long-Term recording mode. Can record 68 hours, 45 minutes in this mode.

MIC SENSITIVITY: 

You can adjust the built-in microphone’s sensitivity to fit your particular task.  

1.  To select a microphone sensitivity mode, hit OK to pull up the MIC SENSE menu.

2. CONF: A high-sensitivity mode that record sound in all directions.

DICT: A low-sensitivity mode for close dictation. 

VCVA (Voice Control Variable Actuator):

This feature pauses the recorder when the audio signal drops below a certain level. It is useful for eliminating silences and pauses in recorded interviews.  

1.  To select the VCVA mode, hit OK to pull up the VCVA menu.

VCVA mode is the Variable Control Voice Actuator, which means that when you select this mode, the recorder will automatically stop recording when the sound level drops below a certain level.

2.   To adjust the VCVA sensitivity level, hit the LEFT arrow button to return to the recording screen, then hit REC to begin recording.  At the bottom of the screen, you will see the incoming audio level of your sound source represented by a bar going from left to right as the level increases.  The VCVA level is represented by a black marker to the right of the audio level bar.  Talk into the microphone to simulate the volume and distance of your sound source and adjust the VCVA level with the LEFT and RIGHT arrow buttons until your talking volume is triggering the auto-record function.  Make sure the VCVA level is low enough to record the quietest parts of the interview.     

ORGANIZING FILES:

The recorder’s memory is divided into five folders, labeled A,B,C,D, and E.  From the recording screen, you can scroll through the different folders by clicking the FOLDER/INDEX button.  Each folder screen will tell you how full the folder is and how much recording time it has left.  The numbers in the box on the upper-right side of the screen indicate what file is selected and how many files are in the folder.  You can scroll through the files with the left and right arrow buttons. 

UPLOADING FILES:


You can play and upload your recorded WMA files onto a PC using Windows Media Player or onto a Mac that has Windows Media Player for Mac.  No driver software is needed.  Be careful NOT to remove the device until your computer tells you its ok, the WS-300M’s lights are off, and it’s screen reads REMOTE.

1. Turn the unit off by sliding the HOLD switch into the down position.

2. Press the RELEASE button on the back of the unit to remove the battery pack.

3. Insert the USB connector directly into the USB port on your computer.

4. To listen to the files, open Windows Media Player. WARNING: DO NOT try to delete or re-organize folder files using Windows Media Player-You can corrupt files. You can only delete and manage files on the hardware device itself.   

5. To save the files, open up MY COMPUTER and select the Olympus device.

6. You can save any or all of the five folders at a time.  

7. When you’re done, click on the SAFELY REMOVE HARDWARE icon on your windows toolbar.  

