How to set up
Microphone/Speakers in Teams.

To setup or change how you talk and listen in Teams.

Pre-Call Set Up

1) Select Settings and more Teams more icon to the left of your profile picture at the top of the
app, then select Settings>Devices.

Keyboard shortcuts
About

Check for updates

Download the mobile app

2) You will see a several options with drop down selections.

Settings
Devices
i3 General Manage your connected devices

(B (e Manage devices
(5] Privacy
[\ Notifications
f? Devices
Audio devices
[*) App permissions
Custom Setup
[cc) Captions and transcripts
%, calls Speaker

Speakers (Realtek(R) Audio)

Microphone

Microphone (Logitech Webcam C925e)
Automatically adjust mic sensitivity

[Z) Make a test call

Noise suppression (i)

Choose Low if you want others to hear music. Lea

Auto (Default)
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3) Click on the drop down menu for the device you wish to change.

4) Select your choice.

Microphone

Microphone (Logitech Webcam C925€)

Microphone (Logitech Webcam C925€)

Microphone Array (Realtek(R) Audio)

5) Optional: Make a test call to hear how your devices sound.

[Z; Make a test call

Set Up When Joining A Call

1) In the waiting room before a call, click on Open Device Settings.

l—_,;! Computer audio

Logitech MeetUp Speakerphone

¢ @

Room audio

Don't use audio

2) You will see various setting options depending on your computer set up.
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Device settings

Audio devices

Logitech MeetUp Speakerphone

Speaker
Echo Cancelling Speakerphone (...
Microphone

Echo Cancelling Speakerphone (...

Noise suppression (i)
Choose Low if you want others to hear music.

Learn more

Auto (default)

Camera

Logitech MeetUp

3) Click on the drop down menu for the device you wish to change.
4) Select your choice.
Speaker
Echo Cancelling Speakerphone (...

Echo Cancelling Speakerphone
(Logitech MeetUp Speakerphone)

SMART IFP (Intel(R) Display Audio)

5) Click on Join now to enter the call.

Smartboards are labeled as SMART IFP. Large cameras in select rooms are Logitech
MeetUp.
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