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Managing Audio in Webex for Students 
 
On a school computer 
Note that the following information assumes you are using a Department of Education Windows computer. 

• make sure that your device(s) are connected to your computer correctly and that they are the 
selected sound device(s):  

1. Double click on the Sound Control Panel shortcut on your desktop. 
2. Check the default speaker under the Playback tab and the default microphone under the 

Recording tab are set to the device(s) you will be using in your Webex Meeting. 
 

  

 
 
If problems persist, ask a staff member at your school to call the Department of Education ICT Customer 
Service Centre.  
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On your own computer 
Note that the following information assumes you are using a Windows computer. 

• make sure that your device(s) are connected to your computer correctly and that they are the selected 
sound device(s):  

1. Use the search function on your taskbar to find system sound.  
2. Click Change system sounds (control panel). 
3. Check the default speaker under the Playback tab and the default microphone under the Recording 

tab are set to the device(s) you will be using in your Webex Meeting. 

 

 

 

 

 

For further assistance in managing sound on a Windows device, visit: Fix sound or audio problems in 
Windows - Microsoft Support  

3

1

2

https://support.microsoft.com/en-us/windows/fix-sound-or-audio-problems-in-windows-73025246-b61c-40fb-671a-2535c7cd56c8#ID0EDBD=Windows_11
https://support.microsoft.com/en-us/windows/fix-sound-or-audio-problems-in-windows-73025246-b61c-40fb-671a-2535c7cd56c8#ID0EDBD=Windows_11
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Before you join your Webex Meeting 
As you are about to join a Webex Meeting, you will see a preview screen. On this screen you can check that 
your audio settings are correct for your Webex Meeting. 

1. Check that Audio is set to Use computer audio. This should be the default setting. If it is not set to 
this, use the drop-down arrow to change the setting. 

2. Check that your speaker and microphone are set to the correct device(s). Use the drop-down boxes 
under the Speaker and Microphone heading and select the correct devices. 

3. Click Test if: 
• If no devices appear, check that they are connected to your computer correctly.  
• to check that your devices are working correctly.  

When you are ready, join the meeting.

 

 

You can check your audio 
settings from within a 
lesson:   
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Help! I’ve joined the Meeting, but I’ve got no audio 
Work through the troubleshooting tips below to resolve audio issues during a Webex Meeting. 

1. Check that your audio is connected. If it is not, you will see a Connect audio button on the Control 
bar at the bottom of the screen. Click on this button, then click Connect on the pop-up window.  

 
 

2. Unplug your headset (or other audio device) and plug it back into your computer. 
 

3. Check that your audio is set to the correct device: (images next page) 
a. Click on the drop-down arrow on the un/mute button on the Control bar at the bottom of the 

screen.  
b. Check that the speaker and microphone are set to the correct devices. You can change the 

device by clicking on the correct device in the listed devices so a tick appears beside it. 
c. If your devices are set correctly, but you still have no sound, click on the Audio Settings option 

in the menu. This will open the Speaker and Microphone settings. You can test devices here.  

If you still have no sound, at this point you can try leaving the lesson and coming back in. You will need 
to seek support from your school or home supervisor if the above steps do not resolve your audio 
issues. 
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