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To use Collaborate you will need a 
web-cam and headset/microphone. 
Participants who need to interact with 
the session will also need them. A 
‘SKYPE’ set, web-cam and headset is 
available from IT (x3333) on request. If 
you have a laptop it will usually have a 
web-cam and microphone built in that 
you can use.

Collaborate works best in Chrome. 
Chrome is installed on all SHU PCs and 
can be found in the ‘Start’ menu.

To set up a Collaborate room go to the 
module site you wish to add it to. 

Create a new content area and call it 
‘Collaborate’. Drag the new area in to 
position on the navigation pane then 
click on the link to open the content 
area.

In the content area select ‘Add 
interactive tool’ and in the drop-down 
select ‘Blackboard Collaborate’.

A new window will open.  In this 
window click on  ‘Add link to module’  
and in this new window select the 
content area where you wish the link 
to go. This will be in the Collaborate 
content area you have just created. 
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Add some instructions to help guide 
your users. 

When you have done so click submit 
this will add the Collaborate room 
within the content area you have 
selected. 

To access the room your users will
need to click on the link and a new 
window will open to join the session.

The room will then open and identify 
the user from their log in to Blackboard.  
If you have invited guest users from 
outside the university they will be 
asked to add their name before 
continuing.



SBS Technology Enhanced Learning    10/01/20173

Presenter Guide 

Moderators will have access to the 
full functionality available within 
Collaborate. However all users will 
need to make sure their camera and 
microphone is activated it they need to 
participate in the sessions. Click on the 
microphone and camera icons to turn 
them on and off. 

Moderators can also record the session. 
This will be saved on Blackboard and 
the link can be sent out to people who 
were not able to participate. 

Click on the start recording button on 
the left-hand navigation pane. A red 
dot will appear on the top right of the 
screen to indicate that the session is 
being recorded. Click again to stop 
recording. 

Moderators also have access to a 
range of tools such as ‘Chat’  and the 
ability to share their screen or another 
application they have running on 
their computer. These functions can 
be accessed via the purple tab in 
the bottom-right-hand corner of the 
screen.
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Tab 1 is the ‘Chat’ function, 2 the 
particiapants.

Tab 3 allows moderators to 
share their content.

Tab 4 allows users to adjust 
their settings. 
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