
On the web or Teams:

First make sure you allow the website to use your microphone.
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If you click “block” by accident, click on the “lock” or lines next to the URL and change the
microphone setting to allow.

If you get the message “The recording volume was low. Please record again.”

Open your Windows “Settings”

Recording and Microphone
troubleshooting



(Click the blue windows button at the bottom of the screen, then the gray gear.) On the left side of
the settings box, click “system” then select “sound.”

Scroll down until you see “Input.” Check that the Volume next to the picture of the microphone is
up. If the microphone has a slash through it, click on the microphone to remove the slash. Try to
record again.
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