Making Sure You Have The Correct Audio Settings On So You Are Able To Communicate Effectively With Your Tutor/Students

Even if you use you headset/microphone on applications such as Skype, you MUST follow these instructions to make sure that your settings are correctly set up for our online classroom. Please follow the instructions very carefully!

Firstly, lets find the audio settings:
How to find to the audio settings
Click on Start > Control Panel.
[image: XP Control Panel]
The Control Panel window will appear. Find Sounds, Speech, and Audio Devices and double click on it.
[image: XP Control Panel - Sound]
The Sounds, Speech, and Audio Devices window will appear.
Now find the Sounds and Audio Devices section and click on it.
[image: XP Control Panel - Sound]
Now we need to check the playback settings are correct so we can hear the student/tutor
How to change playback options
In the Sounds and Audio Devices panel, find the Audio section tab. Click on it.
The Audio Settings section will open. Under Sound Playback, choose the device Skype uses from the dropdown menu.
Now click on the Volume button.
[image: XP Audio Playback]
The Volume Control panel will appear.
Find and click Options > Properties.
[image: Volume Properties]
The Properties panel will appear.
Under Show the following volume controls click beside any items that don't have a tick. Now, everything in the list should have a tick beside it.
Click OK.
[image: XP Sound Properties]
In the Volume Control panel make sure that Microphone has a tick beside Mute. None of the other controls should have a tick.
Now click Options > Exit.
[image: XP Volume Panel]
We can now check the recording settings are correct, so that we can talk to our student/tutor
How to change recording options
In the Sounds and Audio Devices panel click Sound Recording. Under Sound Recording choose the device that Skype uses from the dropdown list.
Click on Volume button.
[image: XP Recording Volume]
The Recording Control panel will appear. Now click Properties > Options in the menu.
[image: XP Recording Panel]
The Properties panel will appear.
Under Show the following volume controls, click in all the boxes that don't have a tick. Now all the items should have ticks beside them.
Click OK.
[image: XP Microphone Properties]
In the Recording Control panel, under Microphone make sure there is a tick beside Select. If not, click in the box.
Now click Options > Advanced Controls.
[image: XP Microphone Properties]
Click the Advanced button under the Microphone volume.
The Advanced Controls for Microphone panel will appear.
[image: XP Microphone Properties]
Under Other Controls, make sure there is no tick beside Microphone Boost. If this is ticked, click in the box to untick it.
Click the Close button.
[image: XP Microphone Properties]
In the Recording Control panel click Options > Exit.
Now we can test to see if our microphone is working
Click on Start > Programs > Accessories > Entertainment > Sound Recorder.
The Sound Recorder panel will appear.
Try to record your speech though your microphone. Now play it back.
If you can hear yourself, everything should be working. 
If you can’t please contact us ASAP. 
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