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How to Create a New Blackboard Collaborate Session

Step 1: Click on Blackboard Collaborate on the course menu.
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Step 2: Click on Create Session.

Blackboard Collaborate

$ Collaborate Demo Course ...

Join Room

Edit Room Add Link  Invite Guests

Schedule a Session

Create Session

Set Defaults

Karissa Greathouse's Room

Edit Room Add Link Invite Guests

Vanthanh Phan's Room

Edit Room Add Link  Invite Guests
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Step 3: Adjust Start Time and End Time. Click Done.

Session Information

Session Name Collaborate Demo Course

Start Time I 10/14/2014 04§00 PM I End Time 10/14/2014 05:00 PM
Repeat L4 October 2014 >
Early session entry () Su Mo Tu We Th Fr Sa

1/23)| 4
5 6 7 8 9|10 M
Room Options 12 |13 || 14| 15 | 16 | 17 | 18
19 |20 || 21 || 22 ([ 23 (| 24 || 25
Session Type 26 || 27 | 28 || 29 || 30 || 31

Time

04:00 PM
Teleconference Options ﬁour

Minute

Room Attributes Now

Grade Center Integration

Roles and Access

Cancel Save

Session Information

Session Name Collaborate Demo Course

Start Time 10/M14/2014 04:00 PM End Timy 10/14/2014 p5:00 P

Repeat *-OFF < October 2014 >
Early session entry | l 15 minutes Su Mo Tu We Th Fr Sa
1 2 3 4
B 6| 7| 8| 9(10(Mn
Room Options 12|13 (/14| 15| 16 | 17| 18
19 (|20 | 21 || 22 || 23 || 24 || 25
Session Type 26 || 27 | 28 || 29 | 30 | 31
Time
05:00 PM
Teleconference Options Hour
Minute

Room Attributes Now

Grade Center Integration

Roles and Access

Cancel Save
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Step 4: Click on “Session Type” to expand selection area. Choose Session Type.
e “Course” means “All users registered in this course can attend the session”.
e “Shared” means “All users registered in courses that you teach can attend this session.”

Session Information

session Name Collaborate Demo Course

Start Time 101412014 04:00 PM End Time 10/14/12014 05:00 PM
Repeat

Early session entry (i) 15 minutes w

Room Options

Session Type

@ Course ({)

Teleconference Options

Room Attributes

Grade Center Integration

Roles and Access

Cancel Save

Step 5: Click on Teleconference Options to expand the selection area. You should select “Do not use
teleconference” because this option would allow users to hear the session through their computer
speakers or USB headset.

Room Options

Session Type

@ Course (1)

) Shared (i)

Teleconference Options

) Use builtin. (3)

@ Do notuse telecanference. @

Room Atiributes

Grade Center Integration

Roles and Access

Cancel Save
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Step 6: Adjust Room Attributes.

Room Attributes

Hide Names in Recordings

Preload Content ()

Recording Mode () Manual
Max Simultaneous Talkers | . 3 -

Max Cameras () 3w

View Private Messages ( .

All Permissions (7)

Raise Hand on Entry (i)

Allow In-Session Invitations | . )

Allow Guests () = O

Want to use a Power Point file? Learn How.

Aftach File Browse My Computer Browse Course
Whiteboard/Plan: .wbd, awbp, .elp, or .elpx

Multimedia: .mp.4, .mpg, .mpeg, .m4v, .Mpe, .mMp3, .qf, .mov, .swf, or wmuy.

Motes

Enter notes here

Recording Mode: Controls the recording for the session. (1) If you select “Manual”, you can turn
this function on and off during your session. (2) If you select “Automatic”, the session will be
recorded whenever you start. (3) If you select “disable”, the session will not be recorded.

Max Simultaneous Talkers: Maximum number of simultaneous talkers allowed at the start of
the session. Usually, 3 is appropriate.

Max Cameras: Maximum number of simultaneous web cameras allowed at the start of the
session. Usually, 3 is appropriate.

View Private Messages: Allows moderators to view all private chat messages in the session. If
you turn this on you can see all the messages that your students have although they send it as
private messages.

All Permission: All participants have full permissions access to session resources such as audio,
whiteboard, and so on.

Raise Hands on Entry: Users automatically raise their hands when they join the session.

Allow Guests: Ability to allow external guests to join the session. Usually this should be turned
on to allow guests to access the session.

Hide Names in Recordings: Names of participants are hidden when viewing recordings. Usually,
this function should be turned off since you may want to keep track of your students’
participation.

Preload Content: Upload a file to use in the session. You can attach a file (normally a
PowerPoint file) from your computer in advance.
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Step 7: Adjust Grade Center Integration and Role and Access

e Grade Center Integration: Once the session ends, you can pull an Attendance Report which will
allow you to push the points to the Grade Center. Usually this function is turned off unless you
want to grade students’ participation for the session. A grade column will be created after the
session is over.

e Roles and Access: If you create the session, you are automatically the moderator. Besides, you
can add more moderators. If your students need to present, you should add them as
moderators so that they can have all the rights to use all the function that a moderator has.

Finally click Save.

Grade Center Integration

Add a grade column? ()

Roles and Access
[ Allusers join as moderators. [ Restrict access to this session. (3)

Assign Roles (7)

Moderators | Add Moderators
Vanthanh Phan

o] I ||
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