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Using the Digital Voice Recorder 
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1. Place a fresh AAA battery in the digital voice recorder 

to ensure that you don’t run out of power during a 
recording.  

2. Make sure that the “HOLD” slider has been slid towards 
the bottom of the device.  

 
3. Note the “folder” your recording will be stored in.  The 

folders are A, B, C, D and E and are represented by 
black folder-shaped icons on the screen.  To change the 
folder your recording will go into, click the “Folder 
Index” button. 

 
4. Press the red Record button to begin recording. 

 
5. For best sound quality, speak at a normal volume with 

the voice recorder 1 to 3 feet away from your mouth. 
6. Press the Stop button when you are done recording. 
7. Approximately 15 hours of audio can be recorded on the 

device. 

8. To play back the audio file from the digital recorder, use 
the left and right buttons to select the audio file you 
want (they are numbered in the order they are recorded, 
e.g. 01, 02, 03), then press the “OK” button in the center 
to begin playback. 

 
9. To transfer recorded files to a computer, press the 

“release” button on the back, and pull the battery section 
away from the main body of the recorder. 

 

 
 

 



 

Pacific University  Page 2 rev. 5/1/2008 

 
10. Plug the device into a USB port on your computer.  

 
11. You may have to wait up to a minute while your 

computer finds and loads the appropriate driver. 
12. After the device has loaded, you can access the files by 

going to My Computer and then to drive listed as 
WS_110. 

 
13. There will be several folders on the disk, corresponding 

to folders on the device.  E.g. the “A” folder on the 
device shows up as DSS_FLDA.  Select the appropriate 
folder. 

14. Your voice files will be in the format WS######.WMA, 
where ###### is a unique number.  

 

15. Select these files, go to Edit -> Cut, browse to a folder 
on your computer’s hard drive where you want to store 
the files, and go to Edit -> Paste.  The audio files will be 
moved to your computer. 

16. Before removing the device, double-click on the Safely 
Remove Hardware icon in your system tray (bottom left, 
next to the time), then select the device and click Stop 
and OK.  

 
17. A message should appear in the lower-right telling you it 

is safe to remove the device.  
18. To play the files on your computer, double-click on 

them. 
19. To convert the files to an iTunes-friendly format for 

uploading to Pacific at iTunes U, see the TIP sheet 
“Converting and Uploading Files to Pacific at iTunes 
U.” 

20. For more information on using the device, see the 
instruction manual included with the device. 

 
 

If you have any trouble following the instructions above or need additional assistance, 
please contact: University Information Services (UIS) at 503.352.7248 or Technology Information Center (TIC) at 

503.352.3132.  Our email is help@pacificu.edu. 
 

You can also stop by our offices located in Room 211 at the HPC and the lower level of Marsh Hall, LL-6 at the Forest Grove campus. 


