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About OutSec

OutSec is the UK's leading online transcription company established in 2002 with teams of highly
experienced specialist typists covering all areas of transcription: Medical, Legal, Financial,
Corporate, Interviews & Media, Surveying & Property, Universities, Inventories, Corporate, HR,
Recruitment and Executive Search.

About OutSec Dictate

OutSec Dictate is an app which turns your smartphone or tablet into a digital dictation machine.
The app is free for OutSec customers to enable clients to access the OutSec transcription service
without incurring additional costs associated with purchasing digital dictation equipment.

Hardware and Software Required

To use the OutSec Dictate App you need a device capable of running a minimum of Android
version 8 (Oreo) or higher. Your device must have a minimum of 1.5 GB of free storage space to
be able to run the app. The app will warn you when you are running out of space or battery
power.

In addition to the OutSec Dictate app, we recommend that you the following apps installed on
your device:

1. Microsoft Office 365 app. This enables you to access your completed Microsoft Word,
Excel and Powerpoint documents on device. You can download this app for:
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iOS & iPadOs: Microsoft 365 (Office) - App Store
Android: Microsoft 365 (Office) - Google Play

2. A Zip extraction app. As OutSec send files back via .zip file where there is more than one
document, we recommend you have a zip extractor app to access completed
documents on your device. Your files app on device might have this functionality. This
just depends on your version of Android, iOS and iPadOS you are running.

iOS and iPadOSs: WinZip - App Store
Android: WinZip - Google Play
OutSec Dictate 31 January 2024 © 2024 OutSec Services Limited
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https://apps.apple.com/es/app/microsoft-365-office/id541164041
https://play.google.com/store/apps/details?id=com.microsoft.office.officehubrow&pli=1
https://apps.apple.com/us/app/winzip-1-zip-unzip-tool/id500637987
https://play.google.com/store/apps/details?id=com.winzip.android

Setting Up The OutSec App for First Use

Dictate Files ‘On the Go’

The OutSec Dictate App turns any
smartphone or tablet into a digital
recorder

Let's get started

Don't have an account? Sign Up

I (e} <

OutSec Dictate

A8l 59% @

Welcome

Please enter your email address below
to login to your account

Please enter your email

Continue

Back

31 January 2024 © 2024 OutSec Services Limited
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OutSec Dictate

20l 59% @

OTP Verification

We have sent a verification code to your
email address Please ensure the following
address is correct

mark.hope@outsec.co.uk.

Didn't recieve your code? Resend

1 (@] <

31January 2024
7

200l 59% @

out s
sec

m Sent ‘ Completed ’J

Select

NO ITEMS FOUND
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Recording Your First Sound File

1901 RS 0l 55%8

out -
sec

Sent Completed

Please Enter Recording
Name First

Enter name

Start Recording

20:08 PR - ANl 97%8

out
< sec -

Transfer 25 High Street Anytown

00:00:00

© Priority (J Bookmark
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While using the app
Only this time

Don't allow

2025 AR - Al 97%8

out
. sec “

Transfer 25 High Street Anytown

00:02:23

1 (@]

OutSec Dictate 31 January 2024
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2023 PP - Al 97%8

. wout
secC

Transfer 25 High Street Anytown

00:00:40
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Editing Your File: Inserting New Audio

The insert functionality effectively allows a section of dictation to be added into the beginning

or end of the dictation or indeed within the dictation itself. You can insert a new audio when:

1. You are still within the recording; or

2. When a file has a “Not Sent” status and by going to the edit screen, by pressing the play

button near the soundfile name.

Inserting at the Beginning

15:07 @ @ A0 92%m

- out o
sec

Transfer 25 High Street
Anytown

00:02:23

Save & Exit

I @] <

OutSec Dictate 31 January 2024
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15108 E - Al 92%m

- out &
sec

Transfer 25 High Street
Anytown

00:02:23

o

00:00:00 00:02:23

0] Priority [ Bookmark

‘«) P

OutSec Dictate 31 January 2024
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1508 M@ - 0 92%m

out o
sec

m Sent Completed |

Select

> Transfer 25 High Stre..200223
20/01/2024115
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On this screen you can play the audio file to
enable you to locate where you should insert
your additional section of audio. The timings
here are shown in hours, minutes, seconds
and miliseconds and displayed as:

hh:mm
ss:ms

This is here to ensure that any insertion is
accurately placed within the recording to
avoid “clipping” as much as possible.

As you are recording at the beginning of the
recording, there is no need to touch anything
on this screen.

All you need to do is press “Add Audio” and
this will add a new section of audio at the
start of the recording.

1512BRE «

200 92%m

Record New Audio

I @]

OutSec Dictate

31 January 2024
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1511 AP 200l 92%m

Insert Audio

00:00
00:00

00:02
23:10

Add Audio

<

You will be presented with a record screen.

Press the record button. This will start the
recording process.

© 2024 OutSec Services Limited



1516 AP @ el 91%m

Record New Audio

00:00:13

[ Bookmark Finalize Insert
@]

I <

1525 P @ ARl 91%m

Merge Audio

Are you sure you wish to merge this g
audio with the previous one?

Moy
(1 Bookmark Finalize Insert

@]
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1531 Q- il 90% @

out
< sec “

Transfer 25 High Street
Anytown

00:02:43

~ ————
00:00:00 00:02:43

Save this Recording

111 (@] <

OutSec Dictate 31 January 2024
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1525 @ » R 91%m

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel (719

"

[ Bookmark Finalize Insert

(@]
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Inserting at the End

1507 @@ A8 92%8

out
< sec “

Transfer 25 High Street
Anytown

00:02:23

] @] <

1508 B E « A 92% 8

out .
sec

Sent Completed |

Select

> Transfer 25 High Stre..000222
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1706 « B A0l 89%m

out .
sec

Transfer 25 High Street
Anytown

00:02:43

r ——
00:00:00 00:02:43

© Priority Q) Bookmark

1707 A& g 8l 89% @

Insert Audio

Select the timestamp to insert the
new Audio at.

00:00 00:02
00:00 43:07

~————

I (@] <
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1708 Aa g » ) 89%m

Insert Audio
00:02 00:02
43:07 43:.07
@
>

Add Audio

I @] <

Then press the record button to start
recording.

OutSec Dictate

Then you just need to press “Add Audio”.

31 January 2024
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7P .

20l 88%m

Record New Audio

Cancel
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OutSec Dictate

Al 88% @

Record New Audio

00:00:03

(J Bookmark Finalize Insert
(@]

11 <

31January 2024
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1525 APE o

A0 91%m

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel

@
Nt

[J Bookmark

Finalize Insert

Cancel

O
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OutSec Dictate

1525 @ - A 91%m

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel (1%

7

(3 Bookmark Finalize Insert

O

1531 AP - R8Il 90%m

. out o
sec

Transfer 25 High Street
Anytown

00:02:43

r ——
00:00:00 00:02:43

(O] Priority ([ Bookmark

Save this Recording

Il @] <
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Inserting within the Recording

2025 PR A1 97%8

out
< secC “

Transfer 25 High Street Anytown

00:02:23

O Priority [ Bookmark

] (@] <

Al 96% 8

out o
sec

Not Sent Sent Completed

Select v

> Transfer 25 Hig... 00:02:26
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1700 RE - A0 56%&

out
< sec “

Transfer 25 High Street
Anytown

00:02:23

r
00:00:00 00:02:23

& o
o G

«

17008 P @ - 2000 56% e

out .
sec

Transfer 25 High Street
Anytown

00:02:23

r -——1
00:00:00 00:02:23

O] Priority Q) Bookmark
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— v S In this example, we have located the
position where we wish to insert a new
section of audio. As you can see thisisat1
minute, 40 seconds and 29 miliseconds.

To insert audio in at this position we would
simply press “Add Audio” to start recording

Insert Audio . . . . .
a new section at this point in the recording.
00:01 00:02
40:29 23:52
O
| 4
1l @] <

1703 - 20l 56% a

Once you press “Add Audio”. You will arrive
at this screen. Press the record button to
start the recording.

Record New Audio

(3 Bookmark Finalise Insert

O <

Outsec Dictate 31 January 2024 © 2024 OutSec Services Limited
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1704 AR E@ » ARl 56% @

Record New Audio

00:00:04

[ Bookmark Finalise Insert

@)
1708 AP @ 28l 55% @

Merge Audio

e Areyou sureyou wish to merge this g
audio with the previous one?

@]

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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1709 E -

OutSec Dictate

20l 55% @

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel \99

"

(J Bookmark Finalise Insert

(@]

1711 PRE -

out
< sec “

il 55% @

Transfer 25 High Street
Anytown

00:05:44

- ———
00:00:00 00:05:44

Save this Recording

I @] <
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17:26 % B « A8l 54% @

out .
sec

Sent Completed |

Select v

> Transfer 25 High Stre..000544
22/01/2024116:56

BIOICIGIO

Editing Your File: Overwriting

The overwrite functionality effectively allows a section of dictation to be deleted from the point
at which overwriting occurs. The app then adds in a new section of dictation. It therefore can be
used to correct dictation on the go, should you wish to remove for example, the last word, the
last sentence, or last paragraph dictated.

This may require you to play the sound file and find where you wish to begin overwriting from.

You may then need to make minor adjustments using the waveform, to ensure you record where
there has been a natural pause in speech to avoid “clipping” where possible.

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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Overwriting: At the End of the Recording

OutSec Dictate

1748 RO * A0l 54% @

out s
sec

Transfer 25 High Street
Anytown

00:05:44

L ——
00:00:00 00:05:44

O Priority ( Bookmark

17:26 O « ARl 54% 8

out s
sec

Sent Completed

Select v

> Transfer 25 High Stre..200544

31 January 2024 © 2024 OutSec Services Limited
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748 # - R 54%8

out
< sec

Transfer 25 High Street
Anytown

- ———
00:00:00 00:05:44

0 Bookmark

>

You will be presented with this screen. This
screen is here so you can play the audio file
and locate where you should add additional
audio. The timings here are shown in hours,
minutes, seconds and miliseconds and
displayed as:

hh:mm
ss:ms

This is here to ensure that any insertion is
accurately placed in the recording to avoid
“clipping”. The overwrite functionality
effectively allows a section of dictation to be
deleted from the point that overwriting
occurs, deleting everything from that point
until the end, and then adding in a new
section of audio in its place.

You will need to listen to the recording by
pressing the play button to locate the
appropriate place in the recording you wish
to restart your dictation from. If you have an
idea as to the approximate location you may
use the slider, to move the audio forward and
then press play until you locate the correct
location. The rewind and fast forward
buttons may also be of assistance in this
regard.

OutSec Dictate

31 January 2024

You will then be presented with the Edit
screen.

Here you are able to insert a new section of
audio at any point within the existing

soundfile.

To do so, press “Overwrite”.

17:50 AL @ T

54% =

Overwrite Audio

00:00 00:05
00:00 44:96
® @
>
Add Audio
il @) <

© 2024 OutSec Services Limited



S— In the example here, we have moved the
slider to 4 minutes, 31 seconds and 39
miliseconds. So it will delete all audio to the
end of the recording which is shown by the
two dots on the slide and the purple bar.
Then it will allow you to add in some new

Overwrite Audio

audio.
0:0. 00:0 .
(3)1:33 44:92 Press “Add Audio”.
—0
»

@] <

1754 & « =011 54% =

This will take you to the record new audio
screen. Press record.

Record New Audio

Overwrite
Cancel

I @) <

Outsec Dictate 31 January 2024 © 2024 OutSec Services Limited
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17:56 B I @ o 201 54% =

Record New Audio

I @) <

You will then see a pop up asking you

whether you wish to merge the audio. Press

“OK".

OutSec Dictate

Once you press the record button the
recording process will start. To pause the
recording process, press pause. To continue
recording again, press the record button.

If you wish to add in any bookmarks during
this process, you can do so by pressing the
“Bookmark” button.

If you wish to abandon your changes, press
“Cancel”.

Once you have finished your recording press
“Finalise overwrite”.

17:59 AP # o

$

Merge Audio
l (] L]

[ @] <

31 January 2024
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18:01 B3 I #: 2000 53% &

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel 5%

@

(J Bookmark Finalise
Overwrite
Cancel

O

OutSec Dictate

200 53% @

out o
sec

Transfer 25 High Street
Anytown

00:07:48

00:00:00 00:07:48

Save this Recording

I @] <

31 January 2024 © 2024 OutSec Services Limited
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Bookmarking

You can use bookmarking when recording your audio or when editing your file.

The purpose of bookmarks is allow you to return to a specific point in your recording, perhaps

to add in some additional audio.

Bookmarking Whilst Recording

1459QQ@® - 2041 100%8

out
< sec “

15 High Street AnyTown

00:00:07

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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$

Add Bookmark

| Enter bookmark text

Add Bookmark

Bookmarking: Whilst Inserting

1518 MO E - 28l 98% 8

secC

15 High Street
AnyTown

00:00:27

r -——
00:00:00 00:00:27

Save this Recording

[ @] <

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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1519 1B - 2511 98%8

Insert Audio

Select the timestamp to insert the
new Audio at.

00:00 00:00
00:00 27:94

« > »

I (@] <

151630 Q@ il 98% 8

Record New Audio

00:00:00

®

11 (@] <

$

Add Bookmark

| Enter bookmark text

Add Bookmark

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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Bookmarking: Accessing Bookmarks

1732 A e o 2.1 87%m

. wout
sec

rancfar 25 Hinh Ciraan
T t
¢
Bookmarks
00:00:15 (@) (0) (O)

Go back and add in file retention
period

00:00:28 (@) (o) (@)
Go back add in GDPR wording

Add Bookmark

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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Bookmarking: Recording directly from a
Bookmark

¢
Bookmarks

00:00:15

Go back and add in file retention
period

00:00:28
Go back add in GDPR w

Add Bookmark

1738 AP e

Record New Audio

00:00:03

(3 Bookmark Finalize Insert
@]

I <

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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1525 @ » 2091%m

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel &

—

@]

OutSec Dictate 31 January 2024
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1741 AR

Il 86%@

Merge Audio

Are you sure you wish to merge this
audio with the previous one?

Cancel

(3 Bookmark

Finalize Insert
@]

<
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1531 BRE Aol 90% @

out
< sec ¢

Transfer 25 High Street
Anytown

00:02:43

~—
00:00:00 00:02:43

=D

Priority Files

12389M L - A0l 45% @

out
< sec “

Transfer 26 High Street
Anytown

00:00:00
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1125@@ L « Al 45% &

out
sec

Transfer 25 High Street
Anytown

00:05:22

- ——
00:00:00 00:05:22

> Transfer 25 High Stre..00:0522
01/02/2024 1 11:13

QIOIOIGIO

Priority has been updated successfully.

> Transfer 25 High Stre..20:0522
01/02/2024111:13

D@O@E
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File Status: Not Sent

20407 20 96% 8

out
sec

m Sent ‘ Completed

Select

> Transfer 25 Hig... 00:02:26
12/12/2023 | 20:40

@@ E
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Sending Your Recorded File

“

Send file to OutSec?

If so, please add any additional
information (such as spellings) or
instructions that your typist might find
useful, below:

Type comments

OutSec Dictate 31 January 2024

40

2040 PR - Al 96% 8

out .
sec

Sent ‘ Completed |

Select

> Transfer 25 Hig... 00:02:26
12/12/2023 1 20:
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Send file to OutSec?
Sending...

OutSec Dictate

31January 2024
41

A\

X

Send file to OutSec?

If so, please add any additional
information (such as spellings) or
instructions that your typist might find
useful, below:

e/Forgot to state spelling of
Graeme.

\

\_

4

Audio sent successfully

© 2024 OutSec Services Limited



File Status: Sent

21:00 PP - =00 96% @

out

Not Sent “ Completed

> Transfer_25_Hig...
12-Dec 19:58

)
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Completed File Notifications

°“,f":v‘vork‘ has beéh@@; ;
ransfer_25_high_s

Completed On App Notifications

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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File Status: Completed

140N L o 250 44% &

out
sec

Not Sent Sent Completed

Select

> Transfer_25_High_St... £960
01/02/2024

PE@®® ©
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Downloading Your Documents

*  Transfer_25_Hi...
13-Dec 10:00

@®

Sharing Your Completed Document(s)

*  Transfer_25_Hi...
13-Dec 10:00

@®

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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OutSec Dictate

<

Share File

Do you want to share either the
recorded audio file or the completed
document(s)?

l transfer_25_high_...e_12dec23.docx

Quick Skype  WhatsApp WhatsApp Files by
Share Downlox

11 @] <

Nearby Share

Housekeeping: Deleting Files in
Completed

*  Transfer_25_Hi...
13-Dec 10:00

@®

31January 2024 © 2024 OutSec Services Limited
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Delete File

Do you want to delete either the
recorded audio file or the completed
document(s)?

File deleted successfully

OutSec Dictate

Document

Are you sure you want to
delete Transfer_25_High_S
treet_Anytown.wav?

> Transfer_25_High_St... £960

01/02/2024

POO® ©

31January 2024 © 2024 OutSec Services Limited
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Housekeeping: Hiding Files from View

11:40p@m L . Al 44% 8

out o
sec

| Not Sent Sent Completed

Select

> Transfer_25_High_St... £
01/02/2024

PEE®

Hide File

Are you sure you wish to hide this file?
Please ensure you delete any soundfile
held on device before hiding the file
from view.

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
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File has been hidden successfully

1M4A9PM@ 2l 43%a

out o
secC

{ Not Sent Completed

NO ITEMS FOUND
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Troubleshooting

Unable to Send Files?

If you are experiencing issues sending files, it is more than likely down to a
connection issue.

If you are unable to send files to us via the app, please follow these
troubleshooting steps before contacting your Senior Manager:

1. Check your wifi internet connection. Do you have a good WiFi signal? A
good signal is one thing but generally the signal just means you are
connected to the router, it does not necessarily mean that your router has
an internet connection.

Are you able to open a webpage on your device? Generally it should be one
you have not opened before (to avoid your device bringing up a cached

page).

2. Location. Is your WiFi normally stable in your location? Have you tried
moving to a different location e.g. closer to the router you are connected to?

3. Try mobile networks. If you are having issues sending the files via WiFi try
4G /[5G to see whether that works.

Usually 4G/5G networks are more stable than WiFi networks. This will give
you an idea if the issue lies with your internet or WiFl connection.

If you are still having Issues, please contact your OutSec Senior Manager, so they
can check with IT to see whether there are any issues with your OutSec account.

OutSec Dictate 31January 2024 © 2024 OutSec Services Limited
50



I have received a failed to send audio pop up. What do 1 do?

Failed to send audio: If you receive this pop up, try and resend the file.

Unable to process upload...

Please try resending the If it does not send, please contact your Senior Manager
file. If this does not work . . :
contact your OutSec Head of and explain to them that you have received this pop
Department. up. This is so your Senior Manager can inform IT as
CcANCEL Resenp  there could be an issue with your account which needs
fixing.

Low on storage space?

If your device has run out of storage space, try deleting any unwanted files or

apps.
Try deleting any audio files or documents (see ‘Housekeeping: Deleting Files’).

Also try deleting the app and reinstalling. This will remove any files or documents
which you have not deleted or any that remain on device.

I have accidentally hidden a file in completed. How can |

retrieve it?

Do not worry, if you accidentally hide a file and need to retrieve it, you can ask your
Senior Manager to restore the file for you. Your Senior Manager will need to know
approximately when the file was sent to us and the soundfile name to be able to
locate it.

Please note: OutSec only retains files for a maximum of 40 days. This retention
period might be shorter, depending on your organisation’s requirements.

Outsec Dictate 31 January 2024 © 2024 OutSec Services Limited
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Where are documents stored on my device?

Documents are downloaded to the OutSec folder on your device when you use the
download icon or when sharing the completed documents direct from your device.

To access the folder, you should use your device’s default files app. When you open
the app, use its search facility to locate the OutSec folder. This will then display any
downloaded files.

The app should allow you to access any document or .zip files downloaded from
OutSec directly. However, this depends on your device having access to a zip
extractor and Microsoft 365 on your device and whether it recognises the file
formats when you try to open files.

The app does have functionality to enable you to delete any downloaded files.
Please see: “Housekeeping: Deleting Files in Completed” above.
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