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Overview
Follow these steps each time you return from a field recording session:
Log in to a LTTR computer:
User Name: student
Password: Here2Learn
Log on to: {computer name}
Save the raw media from the recording device to the C:\Media\{today’s date}\raw folder.
Backup the raw media.

This document explains each of these steps in detail.  So, let’s get started!

Saving Raw Media
You first need to just save whatever information you recorded in the field.  You’ll look at it in more detail later.
1. Click Start > My Computer.  The My Computer window opens.
Navigate to C:\Media.
Create a folder for your data using today’s date in the format yyyymmdd, for example 20091022.
Under that folder, create two additional folders, one called raw and another called final.
Copy your field data from the recording equipment:
Still Camera
1. Make sure no programs are running on the computer.
1. Make sure the camera is off and carefully remove the SD media card.
Carefully insert the SD media card into the card reader (label side down).  The Adobe Photoshop Elements Photo Downloader window appears:
· Click the Browse button and select the folder you created in Step 4 for raw media (C:\Media\{today’s date}\raw).
· Check the Rename Files To box and type the folder name from Step 3 into the box (the file has the same name as the folder).
· Make sure the Create Subfolder Using box is not checked.
· Click Get Photos.
When all photos have been loaded into Photoshop Elements, you will be asked if you want to delete the pictures from the device.  Select Yes.
Close Photoshop Elements and carefully remove the SD media card from the card reader.



Audio Recorder
1. Make sure no programs are running on the computer.
1. Make sure the recorder is off and carefully remove the media card.
Carefully insert the media card into the card reader.  A Removable Disk window will appear.
Select Open Folder to View Files, then click OK.
Double-click the STEREO or MPGLANGn folder to view the audio files.
Select all of the files in the folder (Ctrl-A).  Right-click one of the files and select Copy.
Click Start > My Computer and navigate to the folder you created in Step 4 for raw media (C:\Media\{today’s date}\raw).
Right-click the folder and select Paste.  The audio files are copied.
When the files are done copying, return to the STEREO or MPGLANGn folder window and delete the audio files.
Close all windows and carefully remove the media card from the card reader.

Camcorder
1. Make sure the camcorder has power and is connected to the computer via the USB cable.
Insert your tape into the camcorder.
Set the camera to playback mode.
Start Adobe Premiere Elements.
Select Capture Video.  The New Project window opens:
· Keep the default Project Name (we will not be creating a project yet).
· Change the Save In path to the folder you created in Step 4 for raw media (C:\Media\{today’s date}\raw).
· Click OK.
Use the on-screen controls to rewind, fast-forward and play your tape.
Note: If the on-screen controls do not work, click Edit > Preferences > Device Control and select USB Video from the Devices list.
Click Capture to save the playing video to disk.
When done, close Adobe Premiere Elements.  Do not save the project file.

Backup the Raw Data
You will now create a backup copy of your raw data on your team’s external hard disk.
1. Attach your assigned external hard disk to your computer.
Copy the C:\Media\{today’s date} folder (and all subfolders) to the root of the external hard disk.
Remove the external hard disk.

Now you’re ready to create a project using your media!
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