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Running the Audio Wizard 
In the Centra window, click Tools in the main menu 
and choose Audio Wizard. 
1. Click Play. 
2. Adjust the Playback volume using the slider to a 

comfortable level. When done, click Next. 
3. Click Test and speak into the microphone. 

Optimal speaking levels are green in color, moving 
towards red. 
The Audio Wizard records a five second sample 
and then plays back the recording. 

4. Adjust the Recording volume to a suitable level 
using the slider. When done, click Next. 

5. Select one of the following options: 
� Speaker Mode (default setting) 
� Headset Mode 

6. If you select Headset Mode, optionally click the 
box next to Voice activated to speak hands free. 
If you selected Speaker Mode or Headset Mode 
without Voice activated, click Finish. 

Speaking 
Press and hold the Control key, and speak into your 
microphone. 
Or 

Click the Lock to Talk button  to speak for an 
extended time. 
Audio 

Adjusting Audio During a Session 

Use the slide next to the  to adjust the audio during 
an event. 

During the Session 

 
Raise your hand to request a microphone or 
ask a question. 

 
Click Yes to respond to a question. 

 
Click No to respond to a question 

 
Click Laugh to show amusement! 

 
Click Applause to show approval 

 
Use Text Chat to communicate with the 
Leader or other participants. 

 
Click Step Out to step out of the Main Room 
or Breakout Room.  Use this function so 
others know that you are temporarily away. 

 
When a Microphone appears by your name, 
press the Ctrl key to talk. 
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