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OVERVIEW

Blackboard Collaborate has an option for guest access if selected in the sessi
Below is a guide on how to set up and use Blackboard Collaborate as a guest.

STEPS

Step 1 Click session link in email (e.g.,
Test: Sample Brown Bag
Session).

Step 2 Enter your name (e.g., Jane
Doe) (2a) and click “Submit”
(2b)

”

Step 3 Click “Download Launcher
(3a)

*Note: If you already have
Blackboard Collaborate
Launcher installed, click
“Launch Blackboard
Collaborate now” (3b) and
install the meeting.collab file.
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You are invited to attend the following Blackboard Collaborate ses§m1. iest: Sample Brown Bag Session.l

Session Details
Starts:Jul 19, 2016 2:00 PM
Ends:Jul 19, 2016 4:00 PM

‘You may join the session as early as 30 minutes prior to the start of the session.

1. Session Login

Session Login

Display Name lease enter a name for the session. The name may not exceed 64 characters.
]
2. oK
Click Submit to proceed.
Collaborate Launcher
Get the Launcher
e"he Blackboard Collaborate Launcher makes joining ions and playinyg ings simple and reliable.

(J

l Download Launcher ‘

Already installed the la/ @“Launch Blackboard Collaborate nowI
N

Learn more about the Blackboard Collaborate Launcher.
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Step 4 Click on the downloaded file to l @ BlackboardCollabora...msi
. 21.3/42.5 MB, 46 secs left
install the launcher.

Downloads
*Note: You can click the file re View v e
directly from the browser (4a) or ~ ThisPC » Downloads v| @ | | SearchDo.. p
from your downloads folder (4b). @. fame )
Click “OK” on the pop-up window N sckborscotbonteisunchertinms |
to also install the necessary file to
enter the session (4c¢).

Collaborate Launcher .

Install the Launcher

Run the installer (Windows) or unzip the download (Mac OS X).

s

Step 5 Once the launcher is downloaded,
double-click to open it.

Step 6 Click the “meeting.collab” file to \‘é meeting.collab
open up the session (6).

*Note: You can click directly from the are View )
browser (68) or from your ThisPC » Downloads v ¢ Search Do... @

~
A

downloads folder (6b). - Name

f BlackboardCollaborateLauncher-Win.msi
@ meeting.collab
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Step 7 Click “Run”

Step 8 Click “Accept”

Step 9 Select your connection speed
(most commonly used are
Wireless (300 Kbps) or
Cable/DSL) and click “OK”

BLACKBOARD
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Do you want to run this application?

Name: Blackboard Collaborate
Publisher: Blackboard Inc.
Location:  https://.../d

o i i
jar

personal information at risk. Run this application only if you trust the publisher.

["] Do not show this again for apps from the publisher and location above

@ More Information

Blackboard»
collaborate:

Version 12.6.6.7847-g26a1047

By joining this session, | agree to the
G ici) A which

includes my consent to the use of cookies to
store personal information in connection with
providing the service. More information on the

use of cookies is " ‘e at the Blackboard
Privacy Center. 6

Blackboard »
collaborate!

Version 12.6.6.7847-g26a1047

Wireless (300 Kbps)
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AUDIO SET-UP

Now that you are in the session, you need
to go through the audio setup wizard.

Step 10 Click the “Audio Setup Wizard
Icon” in the Audio & Video box on
the left.

Step 11 Select the device you would like
to use and click “OK”

Step 12 Complete the audio setup wizard
(set up speaker and microphone
settings). When finished, click
“OK"

BLACKBOARD

JOB-AIDS

File Edit View Tools Windmc

» AUDIO & VIDEO \.0
@ 1)

L Tk |

v PARTICIPANTS -

Amanda Solis
Moderator

o] [=][0][H]
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MAIN ROOM (1)

Select Audio Output Device

Select the device (e.q., speakers) on which to play audio that you
receive from others. Ifitis an unplugged USB device, plug itin,
wait a few seconds for the system to recognize it, then dick the
Refresh button to add the device to the selection list.

Digital Audio (S/PDIF) (Cirrus Logic C54206B (AB 32))
Speakers (Cirrus Logic C54206B (AB 32))

Audio setup is now complete. You can adjust your audio settings as needed
outside of this wizard through the microphone and speaker volume sliders which
are located in the Audio & Video panel. Audio settings are preserved from one

session to the next, so you should not need to run this wizard again unless you
make changes to your audio equipment.

(e



CENTER FOR INNOVATION
Cﬂ@L IN E-LEARNING BLACKBOARD
JOB-AIDS

GUEST ACCESS

in Blackboard Collaborate

Using Audio & Raise Hand functions:

A. To use your microphone, just click the 09 _“’ " _“’_l

“Talk” button under Audio & Video. To m

turn the microphone off, just click the
“Talk” button again.

B. There is a raise your hand feature to w PARTICIPANTS
signify you would like to speak. Click the obm Doe
“Hand” icon to raise your hand as needed g

throughout the session. @ @
MAIN ROOM (1

® JohnDoe
(You)




