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Assistive Technology Tips
Digital Voice Recorder Instructions

(Olympus WS-100)

Recording

1. Turn power on (located on the back of the recorder).
2. Press the FOLDER button to select a folder (located on the front of device).
3. Press the REC button to begin recording (located on the right side).
To Pause Recording: Press REC button. Press again to continue recording.
4. Press the STOP button to end recording (located on the right side).
Playing Back
1. Turn power on.

2. Press the FOLDER button to select a folder.
3. Press the FF or REW button to choose the file that you want to play (on the right side of the device).

4. Press the PLAY button to start the playback.


To adjust the volume: Press the + or – button (on the right side).

Downloading WMA (Windows Media Audio) files to your PC
1. Make sure the recorder’s power is turned off.
2. Slide the sleeve off (on the left side of the device) by pulling it downward.

3. Connect the recorder’s USB terminal to a PC USB port or hub.
4. Open My Computer from the Start Menu. Select the “removable disk.” You will see the folders A-E displayed as DSS_FLDA, B, C, D, and E.  The audio files will be inside the folders.
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The downloaded audio files can now be played using the Windows Media Player.

As needed the WMA files can be converted to mp3 files to be used in other players or applications (see AT Tip Sheet on conversion).
Erasing one file from the digital recorder
1. Make sure the recorder’s power is turned on.

2. Press the folder button to choose a folder.

3. Press the FF or REW button to choose the file you want to erase.
4. Press the ERASE button for less than 3 seconds. The “ERASE” indicator will flash.
5. Press ERASE again.  “DONE” will blink for 2 seconds.

Erasing all files from a folder of the digital recorder
1. Make sure the recorder’s power is turned on.

2. Press the folder button to choose a folder.

3. Press and hold the ERASE button for a full 3 seconds or longer. The “ERASE” indicator will flash.

4. Press ERASE again. “DONE” will blink for 2 seconds.

Erasing all information from the digital recorder
1. Press the MENU button.

2. Press the FF or REW button to choose “FORMAT.”
3. When the PLAY button is pressed, “nO” is displayed.
4. Press FF or REW to select “yES,” and press the PLAY button.  After “ARE yOU SURE” is displayed, “nO” will be displayed.

5. Press FF or REW to select “yES,” and press the PLAY button. “DONE” displays when formatting ends. This may take up to a minute.
Never format the recorder from a PC.
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