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How to share audio or video files during your hybrid/split classroom lesson 

If you are teaching a hybrid class, you will be logged into a meeting on Teams, to which 

remote students will have joined, and you will also have a number of students with you in 

the classroom face-to-face. Those face-to-face students can optionally join the class in the 

Teams meeting too, as this will allow them to use the chatbox or other collaborative 

features in a way that includes the whole class.  

What about when you want to play an audio or video file in your classroom, how can you 

make sure that the remote students can see and/or hear exactly the same thing that the 

face-to-face students can. The principles of this are exactly the same as they are when 

sharing content with audio in a fully-online Teams meeting. 

1. Make sure that the audio settings in your Teams meeting match the overall audio 

settings for your computer. 

When you enter any meeting, you will be prompted to set your audio settings. You can also 

change this at any time during the meeting, by clicking on the three dots menu and clicking 

Device Settings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can edit these settings, and they will only take effect in the Teams meeting, and will not 

override the settings on the rest of your computer. So, in theory, you could listen to audio 

from your Teams meeting though your headphones, at the same time as playing music from 

an external app through the speakers on your laptop.  However, if there is a mismatch 

between your computer’s audio settings, and those within Teams, then you will not be 

able to share audio in a meeting. 

Your options here will depend on 

what speakers and microphones are 

currently plugged into the 

computer. 
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In the split classroom, your laptop 

will probably be connected to an 

interactive screen, and also to an 

external speakerphone, which 

functions as both a microphone and 

a speaker for the benefit of the 

remote students. 

The most important thing that you 

need to check is that the speaker in 

Teams matches the playback device 

on your laptop. In this screenshot 

example, we’re using SyncMaster 

Display Audio, which means the 

audio will be played through the 

speakers on the Samsung interactive 

screen. 

After setting the speaker in Teams, 

click on the speaker icon in your 

system tray, in the bottom-left 

corner of your screen, next to the 

clock. 

Click on the arrow next to the name 

of the speaker in order to toggle 

through the available speakers. 

Select the same one as your option 

in Teams 
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2. Now share your content and select Include computer sound by clicking on the toggle. 

It will appear purple when sound is successfully being shared. 

 
3. If you see this error message, it means there is a mismatch between the Teams 

speakers and the computer playback speakers. Go back and repeat step 1. 

 

4. Click on Window, and select the window with your audio or video that you want to 

share. Then click play on the file. 
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5. All students should now be able to see the video (if applicable) or hear the audio file 

complete with sound. Remember that the microphone is still on, so you can make 

your own comments on top of the video if you want to quickly point something out, 

and the remote students at home will be able to hear it. 

 

 

Notes 

• If students in the face-to-face classroom are following the lesson on their own 
device, they should mute the device or use headphones to avoid too many sounds 
clashing in the room. 

• If your video or audio is available online (eg a YouTube clip), then always have the 
link handy as a back-up, in case you or the remote students experience technical 
difficulties. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


