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Blackboard Collaborate Ultra: 
Preparing for a Session 

Job Aid Objective: This job aid provides faculty with an overview on how to prepare for a Blackboard 

Collaborate Ultra session. This includes: 

• Best Practices for Preparing for a Session (p.1)

• Posting/Sending Session Announcement (p.1)

• Joining the session (p.2)

• Overview: Familiarize Yourself with the Ultra

interface (p.3-4)

• Adding a Profile Picture (p.5-6)

• Audio/Video Setup (p.6-7)

• Preparing Shared Content (p.8-11)

• Next Steps and Additional Resources (p. 11)

Best Practices for Preparing for a Session 
• Ensure that your computer and equipment (headset and webcam) are technologically compatible with

Blackboard Collaborate Ultra and ready for use. For more information about technological requirements

see - Ultra: Getting Started Job Aid

• Close all other programs on your computer except for the browser you are using for your Collaborate

session (this does not include files you will need for the session – i.e. .ppt, .doc, .jpg, etc.).

• Use Google Chrome (versions 54+) or Mozilla Firefox (versions 55+) for the best possible experience
using Ultra.

• Make sure you are connected to the internet. It’s best to be on a hard-wired connection (Ethernet) or on

a secure high-speed Wi-Fi connection (be as close to the router as possible).

Posting/Sending Announcement of Session 
On the day of your session, post an announcement 

reminding students of the session including:  

• The date and time of the session

• Session Agenda (if applicable)

• How to join the session

• The session Collaborate link
For detailed instructions see the following links: 

Announcements Job Aid 

Ultra: Copying a Guest Link Job Aid 

Ultra: Session Announcement Template 

https://drive.google.com/open?id=1OI9yoPwkvVO4aN2KwderA7lxywxzHUQs
https://drive.google.com/open?id=1sBZgwmEfFfBz4d0Iwq_N65mn7KyZ0I4B
https://drive.google.com/open?id=1Jzcw-JZf7r1pXYVV_Az9yiYRjzeb3DZn
https://drive.google.com/open?id=1VeC55tkP9o2nmmd4VJUuSmmhF-OcbGOW
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Joining the Session 
Log into your Blackboard course using Chrome or Firefox. Access Blackboard Collaborate by clicking on the 
Blackboard Collaborate link found in the left-hand navigation bar (A). Here you will see the scheduled 

Blackboard Collaborate sessions. Click the title of the Scheduled Blackboard Collaborate Session you need to 

join (B). The session details will expand. Then click Join session (C). 

If prompted to “Join session with”: Some 

users may experience the following loading 

screen. Select “Join from a Browser” and the 

session will launch normally. 

If you are booted off the session:  
Go back into your Blackboard course, click on 

the Join Room button again. If this is a recurring 

issue, you may need a better internet connection 

OR clear your internet browsing history. You can 

also contact Blackboard Collaborate Help Desk 

at (877) 382-2293. 
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Overview: Familiarize yourself with the Ultra interface 
Blackboard Collaborate Ultra has three key areas:  

(1) the Main Stage, (2) the Session Menu, and (3) the Collaborate Panel.

Main Stage: This is the where the content of the session will be displayed. If no content is shared, you will see 

the attendee profiles with either the user’s profile image, a generic person icon, or webcam video. By default, 
only four profiles are shown at a time. Tools that appear in the Main Stage relate directly to what is happening 

in the session at that moment.  These tools are noted in red in the image below.

For more details on all tool icons, see the following resources: 
Ultra: Interface and Tool Reference Guide

https://drive.google.com/open?id=1fSAAs4_4t6V4wqGErntvaVCOvWnsaGlR
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Session Menu: The Session menu contains a collection of 

high-level session actions and information. Open it using the 
Session menu button at the top left of the screen. Tools and 

features you use only once or twice during a session are 

conveniently grouped here.  

Collaborate Panel: The Collaborate panel is the main area that you will use to communicate and engage the 
attendees. This panel contains all the tools and settings to moderate the session. 
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Adding a Profile Picture 
Step 1: Navigate to the profile picture settings. 

A) Click on the purple tab to open the Collaborate Panel.

B) Click on the gear icon to open My Settings.

C) Click on the profile icon next to your name.

Step 2: To change your profile picture, click “Upload” and the file explorer will pop up. Locate and click on the 

photo and select open.  (Alternatively: you can drag an image file into the dotted area.)  

Step 3: Crop and Save Your Picture. 

A) Adjust the image area.

B) Click “I like it”.

*Keep in mind that the image will be cropped into a

circle on the Main Stage.
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Step 4: Your image will appear in the profile picture circle. 

A) Check mark the box next to “Always use this profile

picture” - this will retain your photo every time you log into

an Ultra session.

B) Then click “Save.”

Audio/Video Setup 
Step 1: Make sure your headset is plugged into your computer. If you are using an external webcam (one that 
is not built-in), then make sure it is plugged in and placed in an area so that you are in an appropriate view. 

Step 2: Set up your camera and microphone. 

A) In the right-side Collaborate Panel, click on the gear icon for

My Settings.

B) Click on “Audio and Video Settings.”

C) The list of settings will drop below, then click on “Set Up your
Camera and Microphone.”

Step 3: The Audio Test (1 of 2) will appear. 

A) Click on the dropdown menu arrow and select
the appropriate headset / microphone.

B) Speak into the microphone and the purple audio

bar will move when you speak.

C) If the audio bar moves, click “Yes – It’s working.”

If not, click “No - I need help” and additional

resources will open in a new browser tab.
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Step 4: Next, the Video Test (2 of 2) will appear. 

A) Select the dropdown menu to select the appropriate

webcam.

B) If you can see yourself on the screen, select “Yes – It’s
working.” If not, click “No - I need help” and additional

resources will open in a new browser tab.

*Best Practice – If your audio/video set up were unsuccessful,

contact Blackboard Collaborate Support at 1-877-382-2293.

Step 5: Once the Audio and Video Tests are 

successfully completed, it will take you back to 

the Main Stage and Collaborate Panel.  

A) Adjust your speaker and microphone

volume under the Audio and Video

Settings.

B) To enable or disable the mic or the

webcam, click on the applicable
button(s) on the Main Stage.

How to Call In: If you’re unable to set up your mic, or if the built-in mic that you’re using isn’t clear, you can 
call in with a phone. Please note that the PIN number that’s generated is unique to each user and each 

session, so students will have to log into the session to obtain their own PIN. When calling in, you have access 

to all the tools in your session; however, if you close the session window, then you’ll only have audio access 
and won’t be able to participate in chat, polling or view any shared content. 
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Preparing Shared Content 
Uploading Shared Files: Since you’ve set the session with early entry at 60 minutes prior, you should use this 
time to prepare and upload any files you are planning to share during your session. NOTE: In this example, we 

will be uploading a PowerPoint presentation. 

*Best Practice – You can share the following files using the Share Files tool: GIF, JPEG, PNG images, PDF,

and PPT (try to keep PPT files to ≤60 MB in size). Some files may take more than a couple of minutes to load.

Step 1: To Share Files - 

A) Open the Collaborate Panel.

B) Click on the “Share Content” icon.

C) Click on “Share Files.”

Step 2: In the “Share Files” area, drag or upload files into the 

“Add Files” box.  

Step 3: Under the “Uploading” area, 
you will see a purple circle 

indicating the progress of the file 

(Uploading and Converting). Allow 
time for the files to upload, this may 

take a few minutes depending on 

the size of the file. 
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Step 4: When the files have successfully uploaded, you will see them 

in the “Files” area. Even if you navigate away from this panel, the files 
will remain in this area until you are ready to share them.  

*Best Practice – If you plan to use a file at the beginning of your

session, share the file at least 5 minutes prior to the start time of your

session. To make it visible to participants, select the file (A) and click

“Share Now” (B).

Testing Share Application/Screen: If you plan to use Share Application/Screen, you will want to test it out 

prior to the session start time. Share Application is best used via the Google Chrome internet browser. With 

Share Application, you can share files that are open on your desktop or a website in another tab of your web 
browser. You should already have these files or windows open on your desktop prior to clicking Share 

Application. NOTE: This example will show you how to share a website. 

Step 1: To Share Application/Screen – 

A) Open the Collaborate panel.

B) Select “Share Content” tab.

C) Click on “Share Application/Screen” (If prompted, add the web

browser desktop sharing extension.)

Step 2: The “Share your screen” window will prompt you to choose what you would like to share. 

A) Your Entire Screen – The attendees

will see what you see on your current

screen.
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B) Application Window – All the

applications will appear here (i.e.
open files, web browser windows, or

other programs).

C) Web Browser Tab (i.e. Chrome Tab
or Firefox Tab) – All tabs that you

currently have open in your web

browser.

Step 3: (In this example, we will be sharing a 
website in the Web Browser Tab (i.e. Chrome 

Tab). 

A) Select the tab option.

B) Select the file or window you want to
share.

C) Select Share.

*Best Practice - Make sure to have the

website open in a new tab so that it appears as an option to share.
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Step 4: The file or window will 

come to the forefront of your 
screen (A) and you will see a 

notification at the bottom of your 

screen informing you of what you 

are sharing (B). 

Step 5: To stop sharing select the Stop 
sharing button.  

Step 6: To navigate back to the session, click on the Blackboard Collaborate Ultra Tab in the web browser. 

*Best Practice – Test sharing different applications, windows, and/or sharing your screen, so that you can get

comfortable with switching between different shared items. For more detailed information, see
Ultra: Sharing Content Job Aid
Ultra: Sharing Your Screening Using 1 Monitor Job Aid

Next Steps and Additional Resources 
Ultra: Moderating a Session Job Aid

https://drive.google.com/open?id=15HCMDl-nDQg9JylMRKFhvnnxr4uzJfSp
https://drive.google.com/open?id=11m7q3FK1e0nMbO0ARHM-okEeUwiMRaaf
https://drive.google.com/open?id=1bqKux8htvEDRNg0l0vLRFyE5DL72tzsW
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