
Troubleshooting: Sounds on my Windows Computer 

 

Situation: I am on my laptop and I cannot hear anything 

1. Check volume controls 

a. Press physical mute button on the keyboard if it has one 

b. Press the physical volume up/ down button 

c. Click on the sound icon in the bottom right of the computer, and turn up the volume 

(Windows computer) or click on the sound icon on the top right and turn up the volume 

(Apple computers) 

 
 

2. If you use an external speaker, verify it is plugged in or connected wirelessly 

a. Try disconnecting and reconnecting the speaker 

 

3. Check the volume in the application you are using 

 

4. Restart the computer 

 

5. (Windows) Check drivers in Device manager 

a. Open Windows Start menu 

b. Search “Device Manager” and open it 

c. Expand “Audio inputs and outputs” 

d. Right click on the audio driver for your computer, and click “update driver” 

e. Click “Search automatically for updated driver software” 

 
 

6. (Windows) Run the Windows Playing Audio troubleshooter 

a. Right click on the sound icon in the bottom right 



b. Click “Troubleshoot sound problems” and let the troubleshooter run

 
 

 

(Using a headset) 

1. Disconnect and reconnect the audio cable, or Bluetooth connection 

 

2. Try a different port on the computer or another computer 

 

3. Check the headset to verify it is on and charged 

 

4. If it has any physical volume button controls, try adjusting the volume with the buttons 

 

(In my office, docked)  

1. Try unplugging the laptop from the docking station, and restart the computer 

 

(In my office, docked, using a headset) 

1. Try unplugging the laptop from the docking station, restarting the computer disconnect and 

reconnect the headset  

 

 

Situation: I am on my laptop and people cannot hear me 

1. (Windows) Check to see if the app has access to the microphone 

a. Click on the Windows start menu on the bottom left 

b. Type “Microphone” and go to “Microphone privacy settings” 

c. Verify the toggle underneath “Allow apps to access your microphone” is on 

d. Scroll down the list and verify the toggle for the app you’re using the microphone for is 

on 



 
 

2. (Windows) Update the Microphone Audio driver in Device manager 

a. Open Windows Start menu 

b. Search “Device Manager” and open it 

c. Expand “Audio inputs and outputs” 

d. Right click on the audio driver for your computer, and click “update driver” 

e. Click “Search automatically for updated driver software” 

 
 

3. (Windows) Check default Microphone  

a. Right click on sound icon on the bottom right of the computer 

b. Click “Recording devices” 

c. Look for the microphone or headset and verify it is the default device with a green check 

mark next to it 

d. To make another microphone a default device, right click on it and click “Set as default 

device” 

 

4. Restart the computer 

 

5. (Windows) Check Microphone settings 

a. Right click on sound icon on the bottom right of the computer 

b. Click “Recording devices” 



c. Look for the microphone or headset, right click on it and click “Properties) 

d. The microphone level can be adjust in the “Levels” tab 

 
 

 

 

(Using a headset)  

1. Disconnect and reconnect the audio cable, or bluetooth connection 

 

2. Try a different port on the computer or another computer 

 

3. Check the headset to verify it is on and charged 

 

4. If it has any physical volume button controls, try adjusting the volume with the buttons 

 

(In my office, docked) 

1. Try unplugging the laptop from the docking station, and restart the computer 

 

(In my office, docked, using a headset) 

1. Try unplugging the laptop from the docking station, restarting the computer disconnect and 

reconnect the headset  

 


