Configuring Audio Devices for Web Conferencing in Windows 10

How to prepare your computer’s audio devices for successful web conferencing in GoToMeeting and
Blackboard Collaborate Ultra

1. The bottom-right corner of the screen is the System Tray part of the Windows 10 taskbar which
contains a little speaker shaped icon
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2. Right-click on the speaker icon and select Open Sound Settings
Open Volume Mixer
Open Sound settings
Spatial sound (Off)

Sounds

Troubleshoot sound problems
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3. On the Sound Settings screen, click the link Sound Control Panel located in the top-right corner;
Of the four tabs in the Sound Control Panel, Playback (speakers) and Recording (microphone)
are the two that are important
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Some apps are using custom output settings. You can customize these Sound Control Panel

in advanced sound settings.
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Device properties
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Have a question?

A Troubleshoot Setting up a microphone

Manage sound devices Fixing sound problems
Get help
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Some apps are using custom input settings, You can customize these in
advanced sound settings.



4. Inthe Playback tab, right-click on all audio devices that are not your headset and select Disable;
your headset may be listed as USB PnP Sound Device and may also contain the brand name of
your headset
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Playback Recording Sounds Communications

Select a playback device below to modify its settings:

Speakers
6- USE PnP Sound Device
Default Device

TIO24Gen3
Intel(R} Display Audio
Ready

Configure Speakers

Speakers
Realtek(R) Audi .
Ready Disable
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Thinkcentre TIO Set as Default Communication Device
Disabled
~  Show Disabled Devices
~  Show Disconnected Devices
Properties
Configure Set Default |v Properties

Cancel Apply

5. Inthe Recording tab, right-click on all audio devices that are not your headset and select Disable
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Select a recording device below to modify its settings:

Microphone
6- USE PnP Sound Device ns
Default Device
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6. Inthe Recording tab, right click on your headset device and select Properties
A Sound =

Playback Recording Sounds Communications

Select a recording device below to modify its settings:

Microphone
6- USE PnP So1ind Navica
Default Device Configure Speech Recognition

l Microphone Disable
{ Realtek uc
a§) Hotoplu Show Disabled Devices

Show Disconnected Devices

Properties |

Configure Set Default Properties

Cancel Aoply

7. Click the Levels tab and set the Microphone volume to between 85 and 100; click Ok to apply
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8. Inthe Playback tab, right-click on your headset and select Properties
A Sound e

Playback Recording Sounds Communications

Select a playback device below to modify its settings:

Speakers
6- USE PnP Sound X
o Default Device Configure Speakers

Test

‘m,_j TIO24Gen3
Intel{R) Display Aud Disable

&) Disabled

+~  Show Disabled Devices

Speakers

lealtek(R) Audio | [%  Show Disconnected Devices

Speakers

Thinkcentre TIO24
&) Disabled

Configure Set Default Properties

Cancel Apply

9. Click the Levels tab and set the Speakers to a comfortable level; click Ok to apply
?

Playback Recording Sounds Communications

< . - .
| @ Speakers Properties X

General Levels Enhancements Advanced Spatial sound

Speakers
. 50 fn Balance

Cancel Apply

You are now ready to launch your web conferencing software (GoToMeeting or Blackboard Collaborate
Ultra) and run the audio set-up to ensure your headset is functioning properly in the web conferencing
environment.



