Blackboard Collaborate Ultra Basic Tutorial

1. Itis recommended that you use Google Chrome with Collaborate Ultra. Once you are in your
Blackboard Shell, select the course menu item with the “+” sign, and select “Tool Link.”

Students Faculty Organizations Tech Support Accessibility

A @ | Notifications % Edit Mode is: (SION
Notifications
Content Area
Module Page
Add Course Module Customize Page 11
Blank Page
Tool Link _
Web Link My Announcements To Do
CamsR Ui No Course or Organization Announcements have been posted in the last 30 . Edit Notification Settings
days.
Subheader )
What's Past Due [EIEE
Divider more announcements.
) Allltems (0)
Marshall University Policies
My Tasks e —— Actions

2. Choose Blackboard Collaborate Ultra from the drop-down menu. Name it whatever you would like to
call it when discussing it with your students. Make it available to users. Then “Submit.”
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3. The link you just created will be generated at the bottom of the course menu. Select it to begin using
“Collaborate.”
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4. Select “Create Session in either location.”
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5. Once you open your session and give it a title, you will be given links that you can share with
collaborators or students if you want them to participate live. You can also specify event details, such
as when the session will occur if it is to be a live, virtual session. There is also an option to repeat the
session.
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6. The next step is to enter “Session Settings.” This includes the ability to make all live participants enter
the room as either a “participant,” “presenter,” or “moderator.” Participants have the least control and
as creator or the session you are moderator. Anyone that you make moderator will have the same
control over the session that you have. It is recommended that you start everyone as a participant. You
can change this during the presentation. Once all the settings have met your needs, select “Save.”

I Session Settings A n Moderator permissions
Show profile pictures for moderator only

Participants can:

Share audio

Default Attendee Role

Participant v | (=
Share video
Recording Post chat messages
Allow recording downloads Draw on whiteboard and files

Anonymize chat messages Enable session telephony

Allow attendees to join the session using a

Moderator permissions
telephone

Show profile pictures for moderator only
Private Chat

Participants can: ¥ Particinants can on

Share audio mode

. Moderators supervise all private chats
Share video P P

Post chat messages

Draw on whiteboard and files Delete “

7. Select the “...” for the “Join Session” option. Select “Join Session” when you are either ready to start
your live course OR you are ready to record lecture capture.
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8. You are now in Blackboard Collaborate Ultra, and you have several options.

Welcome!

You're the only one in the room.
Jump in and get started! Upload your content and check your audio.
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9. You can choose whether you would like to record your session.
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10. Whether you want your microphone or camera on.

Welcome!

You're the only one in the room.
Jump in and get started! Upload your content and check your audio.
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11. There are also a variety of lecture capture or teaching options. By selecting the purple double arrow,
you have access to things like “Chat.” In Chat you can choose to talk to everyone or privately.
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12. You can monitor your participants.

Welcome!

You're the only one in the room.
Jump in and get started! Upload your content and check your audio.
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13. You can also share content. This includes a blank white board that both you and your participants can
write on, your screen or tab, and even files (such as PowerPoints of pdfs).



14. Once you are finished, stop any recordings and choose “Leave Session.”
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15. You and your students can find any recordings by selecting the three lines in the Collaborate link and
selecting “Recordings.” Only recordings for the last 30 days will be autogenerated here. For any older
files, you’d need to enter a search range.
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