
Guide to Leaving Audio Portion of Meeting and Reconnecting 

 

If for some reason your audio stops working in a meeting you 

can leave and test your device and reconnect. 

To Leave the Audio Conference  

                                        

An AUDIO Dialog Box OPENS                                                                                                                                                                                                   

 

Click on Audio in the 

participant’s panel 

Select                             

Leave Audio Conference 



A pop up box will ask you if you want to leave click yes 

                                             

 

A Dialog box will appear telling you that you have been disconnected. 

                                          

 

 

 

Now you want to check that your audio device is working properly. 

 

 

 

 



To begin go to the AUDIO menu at the top of the meeting window. 

 

 

 

 

Select                                   

Computer Set up for Audio                                                                                                                              

&                                                                 

the Audio set up Wizard appears 

Select Next to continue 

You must select the correct device you 

will be using in the meeting. You may 

have more than one device available 

on your computer for recording and 

playback. To see if you have more 

than one device, click on the arrow for 

a drop down menu to select the 

appropriate device. 



 

 

 

NOTE : If you cannot hear the playback then your device is not working or you have selected 

the incorrect device. Go back to the previous screen and select another device. If the device is 

not working see the Audio Guide for Ensuring the Device is Working Properly. (attached) 

 

If you have more than one 

select the correct device for 

each by highlighting the 

device name in the menu and 

clicking on that device. 

Remember to check both the 

recording device and the 

playback device. Once you 

have selected the correct 

device click next 

This is where you check to see if 

the playback  device (speakers, 

headset) are working properly. 

Click on the PLAY ARROW to see if 

you can hear the sample 

recording. 

You can adjust the volume by 

moving the slider.  

Once you determine they are 

working click NEXT 



 

NOTE:  If you cannot hear the playback then your device is not working OR you have selected 

the incorrect device. Go back to the previous screen and select another device. If the device is 

not working see the Audio Guide for Ensuring the Device is Working Properly. (attached) 

 

 

 

This is where you check to make 

sure your microphone is working. 

Press the RED RECORD button and 

speak into your mic to record a 

message. 

Press the PLAY ARROW to 

playback. If you can hear your 

recording your device is working. 

Click NEXT if it is working 

These are advanced 

options and do not 

need to be changed. 

Select next to continue 



 

 

 

 

You will see the headset icon by your name again in the participant’s panel.                  

          

You have successfully tested 

your audio devices. 

Click to Finish and now you can 

 Reconnect to the meeting 

audio using your computer 

To Reconnect Click on 

CALL USING COMPUTER 


