
With “Hey Cortana” turned on, all you need is a voice to get her to respond.
(You do not need the search box to be visible.)

If you have “Hey Cortana turned off (to save strength of the battery),
you need to click the little microphone in the search box to get her to respond.
  (Yes the search box must be visible.)

Another way to check the microphone would be : Start>Settings…..in the Control 
Panel…..>Privacy>Microphone>Change>Cortana App 


