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Blackboard Collaborate is a synchronous video conferencing tool that allows you to communicate in 
real-time with students.  Collaborate gives the instructor (the moderator) the ability to display 
documents and files, share applications, communicate through audio/video or text based chat, and 
record sessions for future review.  At SUNY Broome, Collaborate is available to all instructors who have 
access to Blackboard Learn and the version we use is known as the “Ultra Experience”.  Each course 
shell created at SUNY Broome receives a “Collaborate Room” that can be scheduled for interaction 
with a single student, a group of students or the entire class. 

While our online courses at SUNY Broome are asynchronous (no required class meetings at a 
particular place or time), Collaborate offers many potential options for the online classroom including:  
Online Office Hours, Advising, Tutoring, Student Presentations, Student Group Work, etc. 

This document will walk you through the steps of setting up a Collaborate Room, scheduling a session 
and participating as a moderator. 

CUSTOMIZING YOUR BLACKBOARD COLLABORATE ROOM 

Blackboard provides a single room for each course shell that stays open for the life of the course.  
Students enter your course room as participants and instructors as moderators.  By default, the actual 
Collaborate Room is hidden from the student view.  To allow for student access, Instructors/moderators 
create links to the room from within the 
content area of the course.  It is within the 
settings of these links that moderators restrict 
access to the room and control the privileges 
allowed to participants.     

Accessing Your Blackboard Collaborate 
Room: 

1. Click on “Tools” (1) in the Course 
Menu and select “Blackboard 
Collaborate” (2). 

 

Customizing Your Room: 
 
 
 
 

2. To edit the room options, click on the “Edit Room” link.   
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By default the room name is the same as your course name.  The “Edit Room” link will allow you to: 

(A) Change the room name to something more meaningful 

(B) Determine the permissions that moderators can assign to participants.  If set to “ON” participants 
have full permission to use the microphone, camera, chat, and whiteboard.  These permissions 
can be changed during the actual session if need be. 

(C) Determine whether external guests are allowed to join the session.  When this option is set to 
“OFF” moderators must add a list of allowed participants.  This is recommended when 
Blackboard is used in an online course 
as it ensures SUNY Broome 
authentication to access the room. 

(D) Make all users Moderators rather than 
participants.  This is not 
recommended.  

(E) Restrict Access to the Session:  When 
this option is selected, Collaborate 
allows you to add participants from 
your course roster to the room.  
Typically, you would add the entire 
class list, unless using the room for a 
private one-on-one session. 

To add your student roster as participants 
in the room: 

1. Make sure that the “Restrict access 
to this session” option is checked 
(E) and click the “Add Participants” 
(F) button.  

 

3. A listing of students in your course 
roster will appear.  Select the students 
you wish to add to the room or click the 
check box indicate in the screenshot to 
select all students in the roster.  Click 
the Submit button.  
 
 

4. This will return you to the “Edit Room” 
screen.  Click the Save button. 
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Creating a Link to Your Room (Scheduling Sessions): 

Now that you have added your students as participants in 
your room, you need to give them a way to access it.  This is 
done by creating a link in your content area.  Multiple links 
can be created to your room, each with its own date 
restrictions.  The settings of the link will determine when and 
for how long you want the session to appear in the content 
area.  To schedule a session: 

1. Click the “Add Link to Course” link in the 
Collaborate Room area. 

 
 
 
2. Give the Link a Descriptive name (1) 

and select where in the Content area 
you would like the link placed (2).  
(Selecting “Content” will place the link 
on the main Content page.)  Set any 
date restrictions you would like on the 
link (3).  This controls when students 
can access the room.  When finished, 
click the Save button (4). 

 

3. Click on the “Content” link in the 
Course Menu to view the link to your 
Collaborate Session. 
 
 
 
 
 
 
 

For more information regarding moderating/ participating in a Collaborate 
Ultra Session, please refer to additional Faculty Guides. 

 
Online@SUNYBroome 

Please visit the Online@SUNYBroome website (www.sunybroome.edu/online) for additional 
information pertaining to distance education.  The site contains information for Students, Faculty 
and Chairs.  A repository of informational/instructional documentation is included on the site as well 
as a listing of training opportunities and frequently asked questions.  
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