Accessing,	
  Setting	
  Up,	
  and	
  Using	
  Blackboard	
  Collaborate	
  
Blackboard Collaborate™ gives you the functionality you need to support a 21st century
teaching and learning environment, such as two-way audio, multi-point video, interactive
whiteboard, application and desktop sharing, rich media, breakout rooms, and session recording.
Educators and students can engage as if they were in a traditional classroom, with as good as, or
even better, outcomes.

Blackboard	
  Collaborate	
  Resources
▪
▪
▪
▪
▪

Blackboard Videos
Faculty Focus: Using Blackboard Collaborate
Maximizing Collaborate for Your Virtual Classroom
Blackboard and the Online Collaborative Experience
Blackboard Support
▪ Atomic Learning
ACCESSING COLLABORATE IN BLACKBOARD
(1) To access Collaborate within a Bb course, you can find it under the course “Tools” menu, or
you can access it from any page in the course from “Tools” under the “add content” menu.

Once in the Collaborate area, you should see several options for launching a Collaborate session:
•
•
•

A	
  Course	
  specific	
  “room”	
  that	
  anyone	
  can	
  join	
  or	
  you	
  can	
  schedule	
  
An	
  instructors	
  “room”	
  that	
  anyone	
  can	
  join	
  or	
  you	
  can	
  schedule	
  (office	
  hours?)	
  
A	
  “Schedule	
  a	
  Session”	
  area	
  that	
  you	
  can	
  schedule	
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(2) To make sure your computer is set up properly to use Collaborate, we recommend going
through the process of scheduling a session. To schedule a session for the first time, choose
the “Create a Session” button (under “Schedule a Session”). You’ll see this screen:

Set your start and end time (for these purposes schedule your session for now) and then go
through the room options and make sure you understand your choices there (on your first
time, probably best to leave everything at it’s default) Once your happy, choose “Save” at the
bottom of the screen.
(3) Once back at your Blackboard Collaborate area under “Scheduled Sessions” you’ll see
the new session you just created.
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(4) When you hover your curser over the scheduled course name, a “drop down arrow” will
appear. Choosing this will pop up a contextual menu where you can go back into the session
options and edit the session, delete the session, invite guests to the session using their email
address (or by sending a supplied guest URL), or add link which allows you to add the link to
the session to any content area in your course.

(5) Clicking on the name of your scheduled course will give you an overview of the room
details, your guest URL for the session that you can send invitees, and the “Join Room”
button. Since this is the first time using Collaborate, you’ll first need to choose “download
the Blackboard Collaborate Launcher” link which you’ll see at the bottom of the Room
Details screen.

Choosing this link will cause a screen to pop up that will prompt you to download and install
the launcher if it is your first time using Blackboard Collaborate. Choose the “Download
Launcher” button.
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(6) You’ll download an installation file called “Blackboard Collaborate Launcher” to your
downloads area (in this case, we’re using Chrome, so the download appears at the bottom left of
the browser). Once it’s finished downloading, you’ll need to select and install or RUN the file.
Go through the setup wizard and accept its defaults.

NOTE: If you are on a locked down SR computer, you will need administrative
access to install this.
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(7) Once you’ve installed your launcher and you choose the “Join Room” button, you’ll see
another file download to the lower left of your browser (in Chrome, it will be in your Downloads
area in other browsers) called “meeting.collab”. An alert will appear at the top of your “Room
Details” area that says: If Blackboard Collaborate does not launch automatically, open
meeting.collab in your Downloads folder to join the session. Select the meeting.collab file and
open it.

(8) At this point a series of security warning alerts and Blackboard Collaborate agreement and
option screens will pop-up and you’ll just need to accept them all. On the first security alert,
choose “Run” (or “Open” on a Mac).
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(9) Your Blackboard Collaborate launcher will start up and you’ll get a 2nd Security warning.
Choose “Allow Access” (or “Run” on a Mac).

(10) Now a Blackboard Collaborate agreement will pop-up. Choose “Accept”.

(11) Finally a Blackboard Collaborate screen asking you to choose a connection speed will popup. In most cases, you’ll just stick with the default and choose “OK”.
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(12) At this point your Collaborate session interface will appear. One of the first pop-ups you’ll
get immediately will be a Recording Reminder.

(13) Once your Collaborate interface has opened you’ll want to test your audio and video using
the audio setup wizard at top of the “Audio & Video” panel (click on the mic icon). To make
sure your video and audio is active, you’ll need to make sure your “Talk” and “Video” buttons
are clicked “on” and not grayed out.

For information on using all features of the Collaborate interface, as well as info
on using it’s advanced features, please see the Blackboard Collaborate
training on Atomic Learning: Atomic Learning
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What an Invitee to a Blackboard Collaborate Session experiences:
(1) A session invitee will receive an email inviting them to attend the Collaborate session.
The email will include session details and a link to the session. The attendee will click on the
link at the appropriate time to join the session.

(2) Clicking on the link will open a window in their browser for a Blackboard Collaborate
session login. The attended will be asked to add a Display Name and choose “Submit”.
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(3) The next screen gives the attendee an overview of the room details and the “Join Room”
button. If this is the attendee’s first time using Collaborate, they’ll first need to choose
“download the Blackboard Collaborate Launcher” link, which is at the bottom of the
Room Details screen.

(4) From this point forward, the process for the first time attendee is the same for anyone
joining a Blackboard Collaborate session, including downloading and installing the launcher,
running the meeting.collab file, and plowing through the series of security warning alerts and
Blackboard Collaborate agreement/options (see steps #5 thru #10 in above tutorial).
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