Olympus DM-10
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	Recording Voice Conversations or Interviews:

1. Press the FOLDER/REPEAT button to choose a folder in which to record (available folders are A, B, C, D, or E).

2. Press the REC button to start recording.

3. Press the STOP button to stop recording.

Notes on recording:

· To pause while recording, press the REC button.  To resume recording, press the REC button a second time.

· To listen while audio is being recorded, insert the earphone into the earphone jack.
· To change the microphone sensitivity, press and hold the DISPLAY/MENU button until you see MENU on the screen, then press FF or REW until “MIC SENSE” flashes on the screen, press the PLAY button, then press FF or REW to toggle between CONFERENCE and DICTATION, then press PLAY to complete the process.  Press STOP to exit the menu system.
· CONFERENCE: High-sensitivity mode that records sounds in all directions.

· DICTATION: Low-sensitivity mode suited for dictation.

Playing Back Recorded Voice Conversations or Interviews:

1. Press the FOLDER/REPEAT button to choose a folder.

2. Press the FF or REW button to choose the file that you want to play.

3. Press the PLAY button to start playback.

4. Press the VOL(+) or VOL(-) to select the proper sound volume.
Notes on playback:

· The recorder stops automatically when it finishes playing each file.

· For fast playback, press the PLAY button once while playing a file.  To cancel fast playback, press the PLAY button 2 times during fast playback.
· For slow playback, press the PLAY button once during fast playback.  To cancel slow playback, press the PLAY button once during slow playback.

· To fast forward or rewind through the file playback, press the FF or REW button.

Erasing Recorded Files:

1. Press the FOLDER/REPEAT button to choose a folder.

2. Press the FF or REW button to choose the file you want to erase.

3. Press the ERASE button.

4. Press the ERASE button once more when “FILE ERASE?” is flashing.

Notes on erasing files:

· To erase all files in a folder, hold down the ERASE button for 3 seconds or longer.  You will then see a flashing message that says “ALL ERASE?”

Transferring Recordings to a Computer:

1. Connect the device to your computer using the included USB cable.  You should see a message on the LCD that says REMOTE.
2. Open Windows Explorer to view the audio files.
General tips:

· To lock the keypad, slide the HOLD switch in the direction of the arrow.

· When you first turn on the recorder, make sure it has at least two battery bars; if there are fewer than two bars, you should change the batteries before starting to record.
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