
Blackboard Collaborate Ultra Guide 
 

1. To access your Blackboard Collaborate Presentation Session navigate to the left-hand 

course menu. Once you open the link it will reload your page it will look similar to the 

image below:  

 

2. You will select the correct Session that corresponds to the day you are presenting.  

3. You will need to pay attention to when you can access your session. The room will only 

open at the appointed time and will look similar to the image below:  



 

4. Once the room is open for you, the session will walk you through three steps: 

a. Testing your video  

b. Testing your microphone  

i. Note: Both video and microphone need to be tested before accessing the 

Blackboard Collaborate Ultra session. Testing your equipment 

beforehand will ensure that it will work properly throughout the session.  

c. Tutorial Session of how Collaborate Session will work  

i. The tutorial will walk you through the different tools and areas that you 

will find. If you have done Collaborate Sessions before you can skip the 

tutorial. But it is highly recommended that you complete the tutorial if 

you are new to Blackboard Collaborate.  

 

5. Once those steps have been completed the room will look similar to the image below:  



6. If you are first, the room will be empty. If not, you will see others listed in the course 

and empty room image will disappear. You can also see others enrolled in the room 

using the purple button to open the right side menu. At the bottom of this menu you 

will see the following buttons:  

a. Chat  

b. List of Attendees and Roles 

c. Share Content  

d. Settings  

 

  



Uploading your Presentation  
Note: Before the appointed time of your Collaborate Session, make sure your presentation is 

ready to go.  

7. Dr. Rodgers will need to change your status in the 

Collaborate Session to Presenter. You will need to use the chat 

feature and ask Dr. Rodgers if she could change your status. 

Once your status is changed you will be able to upload your 

presentation through the Share Content feature.  

 

8. Using the Share Content button at the bottom of the right 

side course menu you will see a list of three options. You need 

to click the Share Files to upload your presentations.  It will 

look like the image on the right.  

 

  



9. From this menu you will need to select your presentation to upload.  

a. You can upload either a PowerPoint Presentation or a saved PDF of your 

PowerPoint Presentation.  

b. While you can upload both it is highly recommended to save your presentation 

as a PDF. Blackboard Collaborate will upload and convert your file for presenting 

faster than it would as a PowerPoint file. 

 

 

 

 

 

 

 

10. The right side image displays what your right side course 

menu will look like once our presentation has been 

uploaded.  

  



11. Then you click the Share Now button at the bottom of the 

right side course menu and it will take you to a Preview Sides 

area. This is the place where you will select a slide to begin 

sharing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. After you select your tile side your screen should look like the image below:  



13. At the bottom of the image you will see an arrow navigation highlighted in yellow. You 

will use this arrow to navigate through your presentation.  Also, on this same image you 

will see other presentation tools at the top that you may use.   

Note: Your microphone needs to be turned on to present. You do not need to have your video 

on while presenting, but you can if you would prefer. You will see your video picture in the 

bottom left hand corner of your screen.  

14. When you have finished presenting and answer all questions you will need to click on 

the Stop Sharing button (highlighted in yellow) in the top right hand side of your screen.  

 

  



15. When all presentations are complete and everyone is ready to leave the session you can 

close your browser or open the tools menu on the left hand side and click Leave Session.  

 

It is important to test your video and microphone before starting the session. You also need to 

make sure you have your presentation ready to go. We only have a limited amount of time for 

each presentation, which means everyone needs to be prepared and ready to go.  

Lastly, make sure you have a reliable internet connection. A weak or unstable connection may 

impact your presentation.  

 


