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What is Blackboard Collaborate Ultra? 

 

Collaborate Ultra is a high-quality, browser-based web conferencing solution that makes distance learning 

simpler. It is the virtual classroom tool available at IUE which enables voice, video and text interaction 

between students and lecturers. 

 

This guide outlines how to access Collaborate via Blackboard and overviews the essential features required as 

a student to participate in online sessions. It is advised that you read this guide carefully and take the 

necessary steps before participating in your first online session. 
 

Requirements:  

 

To join a Collaborate session you will need the following: 

o Internet Access (broadband connection highly recommended) 

o Soundcard with microphone and headphones (A headset with microphone/headphones is recommended) 

o Webcam (optional) 
 

Collaborate Ultra works best in Chrome; Firefox, Safari, and Microsoft Edge (Chromium) are also compatible. 

 
 

JOINING A SESSION 

Log in to Blackboard Learn and select the course in which the Collaborate session will be held.  Click on the 

Collaborate link in your course menu.  

 

 

 

 

 

 

 

 

 

The Blackboard Collaborate Ultra page will open and you will see the session link that your instructor has 

created. When you click on the session link as shown below, the session will open and begin loading. 
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The session tab will pop up on the right hand side of the 

screen where you will see the Join session button.  Click on 

this button to join the session. 

 

You will be prompted to allow the browser to use your 

webcam and microphone. Be sure to click Allow or Yes to 

these prompts from Collaborate.  

 

Next, you’ll complete an Audio Test and Video Test to 

ensure your microphone and webcam are working. For each, if 

the component is working, click “Yes–it’s working”. 

 

You will then be in your Collaborate session.  

 

MAIN SCREEN 

 

You will see the description of each of these features (1-7) below. 

1. Session Menu: Click on this button  to access the following pop up menu: 

 

a. Close Session Menu: Exit the session menu panel. 

b. Session Name: The name of the session you are in. 

c. Use your phone for audio: Generate a phone number to call in from a 

phone (not recommended as it will be very costly). 

d. Report an issue: Report if you are having audio, video, or other 

problems 

e. Tell me about Collaborate: Learn more about the new Collaborate 

interface. 

f. Blackboard Collaborate Help: Access Blackboard Collaborate’s help 

website. 

g. Privacy Policy: Access Blackboard Privacy Statement. 

h. Leave Session: Exit the session. 
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2. My Status and Settings: Click on this  icon  to access My Settings.  Here you can: 

 

a. Access the My Settings panel where you can set up your 

camera and microphone, adjust speaker volume, and 

change notification and session settings. 

b. Set your status. 

c. Leave the session. 

d. Give any feedback at any time during the session. 

 

 

 

 

 

 

My Settings Panel 

In the My Settings panel, you can: 

 

a. Change your profile picture:  Click on the profile icon.  

The Change your profile picture screen will appear.  Once 

you select or drag a profile picture, click Save. 

 

 

 

 

 

 

 

 

 

 

 

b. Set up your camera and microphone.  Use this option 

to check your audio and video settings. 

 

 

 

 

 

 

 

 

3. Share Audio: Clicking this icon will toggle your microphone off and on. 

4. Share Video: Clicking this icon will toggle your video off and on. 

a 

b 
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5. Raise Hand: Clicking this icon will alternately "raise" or "lower" your hand. Just as in a face-to-face 

classroom, you can use this to indicate that you have a question or want to answer a question. 

6. Collaborate Panel: Clicking this icon opens the Collaborate Panel, where you can access the Chat, 

Attendees, Share Content, and My Settings menus. 

 

 

 

After opening the Collaborate Panel, 

click on the Chat button to open the 

Chat window. 

Clicking on “Everyone” will allow to 

switch between chatting with all 

participants and chatting with 

moderators only. 

Type your message in the “Say 

something” field and use the Enter 

key on your keyboard to send the 

message. 

Click on the smiley face button to 

send an emoticon. 

      

 

 

 

 
 

Click on this 

icon for the 

Attendees List. 
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If your moderator (your instructor) makes you a 

presenter or moderator, you can share your content 

and camera. 

 

Open the Collaborate panel and select Share Content. 

Select one of these share options to start sharing and 

collaborating with other attendees. 

 Blank Whiteboard 

 Application/Screen 

 Camera 

 Files 

 

 

 

1. Share Blank Whiteboard 

Open a blank whiteboard to draw or just jot down notes. Moderators decide if participants can use the 

whiteboard and tools along with you during a session. 

 

2. Share Application/Screen 

You can share your desktop or a software application to make presentation about a particular topic.  

 

3. Share Camera 

The Share camera option gives you the ability to share more than one camera. Share your video and share 

another camera connected to your computer. Other  attendees can see you and anything else you want to 

show. 

 

4. Share Files 

Select Add Files Here or drag a file into the box to upload it. Select Share Now when you're ready for other 

attendees to see the file. Moderators can choose to allow participants to mark up your shared file. 

 

 

 

 

 

The Moderator (your 
instructor) will be 
sharing content, but 
instructors also have 
the ability to turn a 
student into a presenter 
or moderator in a 
session, which allows 
students to upload, 
share, and edit content.  
 

 

 

Click on this 
icon to see 
the settings.  
For more 
information, 
go back to 
page 3. 

 



IUE TEACHING AND LEARNING CENTER 6 

 

 

 

Content Display: Below is how a Collaborate screen will look when you are in a session with your lecturer. 

Video, whiteboard, and shared files will be displayed here. 

 

 
 

If your instructor allows you, you will be able to use the Whiteboard Tools which are located in the upper 

left-hand corner of the screen (a). 

The View Controls allow you to zoom in and out of  

the drawing area (b). 

 

Participate in Breakout Groups 

To facilitate small group collaboration, moderators can create breakout 

groups that are separate from the main room and assign attendees to 

them. 

Breakout groups have their own private audio, video, whiteboard, 

application sharing, and chat. Any collaboration that takes place in a 

group is independent of the Main room (and other groups). 

What can you do in breakout groups? 

Breakout groups are designed for group collaboration. Every attendee in 

the group is a presenter. This means that all group members can share the 

whiteboard, files, and applications with the rest of their group. 

Group chats and content shared are private to the group. The Everyone 

chat room is open to everyone, no matter what group you are in. 
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Move to another group 

Moderators can move themselves between groups any time. Moderators 

must give you permission to move yourself to another group. 

If you can move between groups, open the Attendees panel, select Join 

group beside the group you want to join. 

 

 

 

 

 

 

 

 

POLLING 

Moderators (instructors) may use polls for many different reasons. For example, they may use polls to give 

you opportunities to participate and provide feedback, to start a discussion or to see how well you 

understood what they presented. 

After a moderator starts a poll, 

you are asked to make a choice. 

The choices disappear so they 

don't block anything on the 

main stage. Select Polling to 

open the choices again and 

select your choice. 

You only see the choice you 

make. Moderators see the 

specific choice you and other 

participants make. They can also 

see who hasn't responded. 

 

Moderators might choose to show you the overall responses but you never see how anyone else has 

responded. For more information watch the video here. 

 

VIEWING SESSION RECORDINGS 

 

To view Collaborate recordings, go to the Collaborate link in 

Blackboard Learn and click on the menu icon on the top left corner.  

Click on Recordings in the left-hand menu.  

 

 

Click on the link of the session you want to watch. 

 

 

 

 

https://www.youtube.com/watch?v=mK7390n-VN0
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Note: Recorded sessions are not posted immediately in Blackboard. It could take up to 30 minutes for them 

to appear. 

For more information about recordings, click here. 

 

COLLABORATE ON MOBILE DEVICES 

 

You can use Collaborate with the Ultra experience on your mobile device. You will have to download the 

Blackboard app, which is designed especially for students to view content and participate in courses. The 

app includes Collaborate with the Ultra experience and is available on iOS, Android, and Windows mobile 

devices. 

The Blackboard app is available for mobile devices operating on iOS 9.0+ or Android 4.2+ or Windows 10+. 

 

 

 

 

 

 

 

 

For detailed information: 

https://help.blackboard.com/Blackboard_App/Student 

https://www.youtube.com/watch?v=iYO9y4j3njQ 

https://help.blackboard.com/Blackboard_App/Student/Collaborate 

Reminders 

• Join the Collaborate session early (5–10 minutes prior to the start). Add a profile picture, and set up 

your audio and video and test your microphone and speakers. Practice using the tools. 

• Participate in the session by responding to polls and providing feedback to the moderator. 

• Raise your hand  when you have a question or a comment. 

• Use Chat to send text messages to other participants and the moderator during the session. 

• Turn off your microphone when not speaking. Nothing is more distracting than background noise. 

For example, typing or a private conversation. It can also give the impression that you are not paying 

attention.  

• Use ‘Away’ to let everyone know when you are not available for any response.  

• Remember that running other applications on your computer can slow your connection to the session. 

https://help.blackboard.com/Collaborate/Ultra/Participant/Recordings
https://help.blackboard.com/Blackboard_App/Student
https://www.youtube.com/watch?v=iYO9y4j3njQ
https://help.blackboard.com/Blackboard_App/Student/Collaborate

