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Blackboard Collaborate  

 
Creating Blackboard Collaborate Sessions 

Step 1 of 3:  Creating a link to the Sessions page that students can see 

You can add a link for students to see on your unit’s side menu and/or in any content folder. 

Option A:  Adding a link to the side menu 

1. On the very top-left corner of 
your unit’s side menu, click the 

 icon and choose “Tool Link”.   
2. On the ‘Add Tool Link’ screen 

shown opposite, you need to… 
- Give your link a name 
- Choose ‘Blackboard 

Collaborate Ultra’ from the 
dropdown 

- Tick the box ‘Available to 
Users’, then hit Submit. 

3. The new link will appear at the 
bottom of your side menu, and 
can be dragged into whatever 
position is desired. 
 

Option B:  Adding a link within a 
content area 

1. In the area where you want the 
link placed, go to the “Tools” 
menu and select “More Tools > 
“Blackboard Collaborate Ultra” 

2. On the Screen that opens (not 
pictured) 
- Name your link, eg ‘Week 3 

Classroom’ 
- Give instructions telling the 

students which specific 
Session to enter upon 
clicking the link 

- Hit “Submit” 
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Step 2 of 3:  Scheduling your Sessions 

Clicking the link you creating in Step 1 will take you to the Session schedule page of Collaborate Ultra.  From here 
you can either create a new session - (see ‘1’ below) – or use the default room automatically created for every unit, 
called ‘Course Room’ – (see ‘2’ below). 

  

The Course Room 

- can be used by you if you wish, but note the room does not have an end date/time,  and so allows 
students to meet with each other any time, without a lecturer needing to be present.  If you choose to 
use this room, you don’t need to do anything else. 

- If you wish to prevent students using the room unsupervised, click the  button on the right and 
choose “Lock”.   

- To create a completely separate room, follow the steps below: 

Create a New Session 

1. Select “Create Session” and give it a name. 
2. Allow/disallow Guest access.  The Guest access allows 

you to invite people outside ECU into your session by 
providing them this unique web link (students access 
via their Blackboard login).   

3. Event Details: 
a. You can create Sessions with start/end times, 

but note you will not be kicked out for going 
over time. 

b. Alternatively, you can create a single room 
that never closes using the “No end (open 
session)” option.  This means you could have 
a single room for use throughout semester, 
with separate recordings created each time.   

c. Selecting “Repeat session” creates multiple 
sessions at intervals, for example, every 
second Tuesday. 

d. “Early Entry” allows students to enter the 
room early and is highly recommended in 
case the lecturer wishes to chat/provide 
assistance, or upload documents and files, 
before the session officially begins.  Note: the 
lecturer cannot enter the room unless it is 
open once the session has been created. 
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Step 3 of 3:  Selecting your Session Settings 

While most session settings can be changed during the Session some cannot, so you must set some before the 
session begins (highlighted below).  This can be done at the initial Create Session stage, or before the Session begins. 

Option A:  During Create Session stage 

1. Once the Event Details have been completed, 
select “Session Settings”. 

2. Default Attendee Role – this would typically 
be set at Participant for students. 

3. Recording – these settings cannot be 
changed during the session. 

a. Allow recording downloads – allows 
students to download the recording 
to their own device.  If this option is 
not set, recordings made afterwards 
cannot be downloaded. 

b. Anonymize chat messages – student 
names are removed from the session 
recording 

4. You may predetermine what the students 
can do in the session.  You can allow them to 
share their audio and video, post chat 
messages or draw on the shared whiteboard 
and files.  These settings can be changed 
during the session. 

5. Enable session telephony must be 
determined before the session begins.  This 
allows students to join the session using their 
telephones (useful for students in areas of 
poor internet speeds). 

6. Private Chat – use this option if you wish to 
limit chat during the session to private chat 
with the moderators. 

7. Once all required options have been set, 
select “Save”. 

 

Option B:  After Session has been created 

1. To the right of the session, 

select the   icon. 

 

 


