Tips for Using Olympus DM-10

- Make sure the microphone sensitivity is set to Dictation before you begin recording. You can change the sensitivity to Dictation mode by holding down the DISPLAY/MENU button on your recorder. Highlight MIC SENSE using the FF and REW buttons, and select it by pressing PLAY.  Finally, highlight DICTATION using the FF and REW buttons, and select it by pressing PLAY.

- When you’re ready to download audio in the labs, plug the small end of the USB cable into the cradle that came with your recorder. Attach the other, larger end of the cable to the USB port on the front of the computer. The USB symbol on the cable should face up when you plug it in. Make sure the recorder is in Stop mode and then place it vertically in the cradle so that the screen is facing out. While pushing down on the recorder, set the recorder in the cradle. REMOTE should appear on the display of the recorder if the USB cable is working. On the computer, open My Computer icon on the desktop. The recorder should appear as a Removable Disk, most likely the F drive.

(NOTE: Instead of setting up the recorder in the cradle, you can plug the USB cable directly into the recorder. The port for the cable is located behind the gray PC I/F cover on the side of the recorder.)

- When you’re ready to finish in the audio lab, go to the right side of the task bar on the computer screen. You should find an icon with a green arrow pointing down and to the left and what looks like a disk underneath. Click on that icon and select “Safely remove USB Mass Storage Device-Drive.” A window will pop up telling you that it is “Safe to Remove Hardware.” Disconnect the USB cable from the computer.

Tips for Using Adobe Audition
Getting Started:

- To get started with Adobe Audition, double click on the Audition icon on your desktop. You will see a standard Windows menu bar at the top of the screen. A row of icons appears underneath the menu bar. Below the icons, you will find two windows, a smaller one to the left and the bigger, main window in the center of the screen. A timer and another set of icons, which are used for playback and magnification, appear below the windows. At the bottom of the screen, you should see a scale with dB and numbers that will show you the volume of your audio. 

- The first thing you should do when Audition opens is to create and save a recording session. To do this, click on the Multitrack View tab in the main window. Then go to the File menu at the top of the screen and select New Session. Audition will ask you for a sample rate. Select 44100 and click OK.  

- SAVE YOUR SESSION IMMEDIATELY. Go to the File menu and select Save Session As. Make sure you save your session either on your H drive or a Zip disk. The Zip disk will probably be better since you will be dealing with large files. DO NOT SAVE YOUR SESSION ON THE HARD DRIVES IN THE AUDIO LABS. THE HARD DRIVES WILL BE CLEANED OF FILES ON A FREQUENT BASIS.

- SAVE YOUR SESSION OFTEN AS YOU WORK.

- Before working with your audio, go to the Edit menu at the top of the screen and make sure Enable Undo/Redo is checked. This will allow you to undo any mistakes you might make during your session. 

- When you want to start downloading your audio from the Olympus recorder, click on the Edit View tab in the main window. Go to the File menu and select Open. The Olympus recorder will appear as a Removable Disk (usually the F drive) in the drop down menu next to Look in. After selecting that drive, you will see a list of folders: DSS_FLDA, DSS_FLDB, DSS_FLDC, etc. (folders labeled A-F). Double click on the folder that contains the audio you want. Once that folder is open, you will see .WMA files. Double click on a .WMA file to open it.

Edit Mode:

- Navigating edit mode. You can use the magnifying glass icons to zoom in and out, vertically or horizontally. You can choose where you want to start listening to the audio by clicking the yellow downward-pointing cursor above the waveform, holding it down and dragging it to the section of the audio wave file you want to hear. To begin playing your audio, simply hit the spacebar.

- Edit mode is used for fine edits (for example, removing garbage sound at the beginning of your audio.) To delete part of a waveform, hold down the left mouse button and highlight the portion of the track you want to remove. You can then remove the highlighted portion by hitting the Delete button on your keyboard or by going to the Edit menu at the top of the screen and selecting Cut.

Multitrack Mode:

- You will need to work with the audio in Multitrack mode to put your package together. To transfer the audio there, go to the Edit menu at the top of the screen and select Insert in Multitrack. Nothing will appear to happen, but if you click on the Multitrack View tab in the main window, you will see your audio in one of the tracks there.

- Every track in Multitrack mode will play unless a track is muted or one track is made solo. You can mute a track by clicking on the green M square in the Track column. You can make one track solo by clicking on the yellow S square in the Track column. Do NOT use the red R square in the Track column to record onto the track.

(HELPFUL HINT: You can designate a track as a muted track and then use it as a notepad. The notepad can be used for sound elements that you may want to place in other tracks.)

- The Split function lets you put a splice point in a segment of audio. This is one of the strengths of Multitrack mode. To use the Split function, position the yellow cursor at the point where you want to splice the audio. Either click on the scissors icon (10th icon from the left on the first row) or go to the Edit menu at the top of the screen and select Split. Left click on the segment you want to move, hold the button down and drag the segment to another track or somewhere else in the current track. Use two splice points to isolate a specific segment of audio within a larger waveform.

(HELPFUL HINT: Double click on a segment of audio before you splice it. This will take you to Edit mode, where you can zoom in closer on the waveform to determine exactly where you want to splice. When you’re ready to splice, return to Multitrack mode by clicking on the Multitrack View tab.)

- If you want to change the volume of a segment of track in Multitrack mode, right click on the segment and select Adjust Audio Clip Volume. A scale will appear with a slider. Click on the slider, hold the mouse button down and move the slider up or down to increase or decrease the volume. Try adjusting the volume in 3-dB increments.

- To fade out at the end of an audio segment or to fade in at the beginning, double click the segment in Multitrack mode. This will take you to Edit mode. Highlight the portion of the wave file that you want to fade. Click on the Effects tab in the left window. Then click on the + beside Amplitude and double click on Amplify/Fade. A new window should appear. Scroll down under Presets, select the effect you want and click OK. The effect should now appear in Edit mode.

- If you want to move audio segments at the same time, hold down the Ctrl key and left click on all the waveforms you want to group together.  Then click the Group/Ungroup clips button (an icon on the top row that looks like three bars across) or hit Ctrl-G on the keyboard.
CD Project Mode:

- When you’re done with your package and ready to burn it onto a CD, go to the Edit menu at the top of the screen and select Mix Down to File, then All Audio Clips (Mono). A window will appear asking if you want to Edit Original Options. Select “No.”

A new file called Mixdown will appear in Edit mode. Save this file by going to the File menu at the top of the screen and clicking on Save As. After you have saved the file, select the CD Project View tab in the main window. Left click on the Mixdown file in the left window, hold down the mouse button and drag the file into the main window. The file should appear with the track number, title, source, length, etc. To burn the package to CD, click on the Write CD button in the lower right corner of the screen and a new window will pop up. Click on the Write CD button.

- LISTEN TO YOUR CD BEFORE YOU TURN IT IN. This lets you know that what you thought you recorded actually was recorded.
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