 

        
Blackboard Collaborate

Participant Guide


Introduction

This quick guide shows how to join a Collaborate webinar and use the participant tools.  

We recommend Google Chrome as the best web browser to use.

Accessing a Session

You usually access a session via a Blackboard area, but you may have a link shared with you instead.

To join from Blackboard find ‘Class Collaborate’ on the ‘Details & Actions’ menu, select ‘Join Session’ then the appropriate room.
[image: Location of the Join Session link.]

To join from a web link:
· Click on the link provided by your instructor.
· You will be prompted to enter your Display Name.
· Click ‘Submit’ to join session.


Getting set up in the Collaborate room

When you first enter the room, you will be prompted to follow a tutorial. This will introduce you to the different controls in the room.

When you click on the microphone or video icons you will be prompted to run a test and select which camera or microphone to use.
[image: Microphone and Video icons.]

You may also be prompted to allow the browser to access to your microphone and webcam. Click ‘Allow’. 
[image: The 'Allow' button.]

Class provide a ‘Get Started for Participants’ page to help you get started.

Communicating in a session

If you are given the chance to ask questions you can either use text or audio if you have a microphone.

Text Option

Click the Open Collaborate panel icon on the lower right of the screen. 
[image: Location of Collaborate panel.]
Click the Chat icon.
[image: Chat icon.]
Select ‘Everyone’ from the panel and type in the ‘Say something’ box. Press Enter to send the message. You can also click the smiley face to choose emoticons.

Audio Option

Click on the ‘Share audio’ icon, then speak your question.  
[image: Share Audio button.]

Click again on the ‘Audio’ icon when you have finished to close the microphone. Always remember to mute yourself when not speaking.

Leaving a session

When the session is over, and you are ready to leave click on the browser’s Close button or the ‘Leave Session’ icon from the bottom of the left hand menu.

Troubleshooting

· If you have technical problems:
· Close and re-enter the session.
· Close other browser tabs that might be using the microphone or audio.
· Often accessing the session using a mobile device will solve issues with sound.
· Chat support is available.
· If you need to adjust the volume or change the microphone or webcam:
· Click the Open Collaborate panel icon on the lower right of the screen.
· Click the My Settings icon.
· Open Audio and Video Settings to adjust volume.
· If you need to change the microphone or webcam you are using, click ‘Set up your camera and microphone’ to restart the setup wizard.
· On a desktop or laptop computer, you may need to check you have the default audio output on your computer set correctly. If you have headphones and speakers connected, you may need to set the default playback device to your headphones.
· Windows: Right click the speaker icon near the clock at the bottom right of the screen, choose open Sound Settings, and select the appropriate output device.
· Mac:  OS X guide.

LTD3102 by Learning Technology Development. Last updated 21-Jun-24.	3
LTD3102 by Learning Technology Development. Last updated 21-Jun-24.	0
image2.png
[ Class Collaborate
join session +

| Courseroom

Lecture 1-17th March 2023 - 1-2pm

Lecture 2 - 24th March 2023 - 1-2pm

Lecture 3 - 31st March 2023 - 1-2pm





image3.png
i1

1Zi




image4.png
hitps:/e.bbcollab.com wants to

® Use your camera and microphone

=





image5.png
&




image6.png




image7.png




image1.jpeg
V2 4 Edge Hill Library and

f' \ University Learning Services




