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Step 1:

Click to access BlackBoard Collaborate’s website to create meeting room
for Lecturer. Enter your login credentials as below, then click log in button.

Blackboard Collaborate

Password

Forgot password?

®© 1997-2019 Blackboard Inc. All Rights Reserved.

Step 2:

Click the Create Session button. Enter session details in the right panel and then
click save. Scroll down on same right panel as pictured in second image below
and select Invitation, then click the + icon. As referenced in third image below,
enter details for the Lecturer you are creating the session for then click /nvite
Attendee. Lecturer should be assigned Presenter role. Lecturer will receive an
email with link to meeting and a guest link to be shared with their students.

Sessions

Blackboard
Collaborate

Create Session

Mickalia Peck Test Session
3/22/20, 6:00 PM - 3/22/20, 7:00 PM (in progress)

o Your access link
essions

Recordings
Anonymous dial in:
S Logout +1-571-392-7650 PIN: 408 703 5709

@ Dial In

M Guest access

Guest role Guest link

Event Details ~



https://us.bbcollab.com/collab/ui/scheduler/login

+1-571-392-7650 PIN: 408 703 9709
@ Dialln

B Guest access
Guest role Guest link

Participant ¥ https://us.bbcollab.cc

Event Details

You (Moderator) Mickalia.Pe

Session Settings

Delete

2$ Invite Attendee

Test Session
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Sessions

Blackboard
CO ‘ ‘ a bO T’ate Create Session Filter by
8 Mickalia Peck "j‘ Test Session
Sessions

Recordings

G Logout

% Edit settir

View reports

Del

Copy guest link

Audio Test (1 of 2)

Let us hear you! Say something.
Do you see the audio bar moving when you speak?

) You sound great!
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Step 3:

The next test you will take is a video test. Click the dropdown menu to select
your video camera. If you are able to see yourself click Yes — It’s working. If not,
click the No — I need help button and Collaborate will provide assistance.

Video Test (2 of 2)

Smile! Don't worry - no one else can see you yet!
Do you see yourself?

Step 4:

The next screen you will see will show Collaborate prompting you to take a
tutorial. You may click the Later button. Once you have successfully entered a
BBC Session, your screen show all participants (and their avatar/picture).




Step 5

Click the ribbon Etop left of your screen to open the Session Menu. To
record your BBC Session click Start Recording. To use your phone to join the
session, click Use your phone for audio (you will need call credit to use this
option). A number to call and PIN will be provided. There are other options that
you may access if required. To leave the session, click the Leave Session button
bottom left of same ribbon.

BlackBoard Collaborate...

[e} start Recording

@ Use your phone for audio

E Report an issue
' Tell me about Collaborate

(?) Blackboard Collaborate Help

@ Privacy Policy

Step 6

Bottom middle of your screen displays four icons, click on the first icon My status and
settings. This will display your name and role within current session, allows you to set
your status/select a feedback. You may also leave session from here.
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My Chat Channels (2)
—

Everyone

. Moderators

Supervised Channels (0)

There are currently no channels to super
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2 Attendees

Moderators (2)

Jane Doe

Mickalia Peck

Jane Doe
Moderator
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BlackBoard Collaborate
Web-Conferencing
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BBC Moderator's Guide.pdf
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PDF files. Or selectto

BBC Moderator's Guide.pdf
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Now sharing =

Share Now

Jane Doe



Are you enjoying this session l

thus far?

No Response

<G> Lock Paoll
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Breakout Groups

Main Room
& Jane Doe

. Mickalia Peck

2 members
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0 membe




My Settings

Audio and Video Settings

EQ[‘,'] Set up your camera and microphone

@\ Use your phone for audio

Speaker Volume

0% G 100%

Notification Settings

Session Settings
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