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Blackboard Collaborate Ultra is a simple real time video conferencing tool. Thanks to this collaboration 
and conference tool, you can engage with the material and your instructor; everyone feels like they're in 
the same room together, regardless of their location or device.  

ACCESSING BLACKBOARD COLLABORATE ULTRA IN BLACKBOARD  
First, find the link your instructor created for the Blackboard Collaborate Ultra, video conferencing tool. 
This can be a link in the course menu, in the content area, or both depending on your instructor’s 
preference.   

When you click link, you will be taken 
to an area for Blackboard Collaborate 
Ultra.  Your instructor will either be 
using the main Course Room for class 
meetings or will have individual 
sessions set up for different meeting 
types.  In the example to the right, 
there are two recurring sessions set up 
– one for the Monday and Wednesday 
class meeting and a separate session 
created for the instructor’s office 
hours. These sessions are in addition to 
the main Course Room, which (in our 
example) is unlocked and can be used 
for last minute, on-demand, meetings. 
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If your instructor has set up recurring sessions for your class meetings, you can click on the main folder 
for the Class Meetings (it may be called something different in your course) and a listing of individual 
Collaborate Ultra sessions will appear.  You will not be able to enter your virtual classroom until it is 
open and until it does, it will contain a note that the session has “not yet started.” 

JOINING YOUR LIVE COLLABORATE ULTRA SESSION 

At your scheduled class time, click on 
the link to the Collaborate session for 
that class meeting.  Currently running 
sessions will be in Bold Text and will 
note that they are “in progress.” 

To enter your virtual classroom, click the 
Join Session button.  This screen will also 
display a dial in a number if you find you are 
having issues with your computer audio.  
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You must give the browser access to your 
microphone and camera, even if you don't plan to 
use them. 

You must also complete the audio and video set up 
at least once before you can use them.  The exact 
steps will vary depending on the equipment you 
have.  Both of these tests have buttons to give you 
help if you need it. 

Once your Audio and Video is 
verified, you will be taken to a 
screen for the Collaborate 
Tutorial.  If you have time, you can 
go through the tutorial on how to 
use Collaborate.  If you are 
pressed for time and need to get 
right to your class, click the link for 
“Later.”  
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You will be taken to your Collaborate Ultra session.  At any time, you can turn your camera and 
microphone on or off in order to participate in the class.  The controls for doing so appear on the menu 
bar at the bottom of the screen.  You will also see an icons for the Session Menu and the Collaborate 
Panel.  All three of these areas are indicated in the screenshot below. 

SESSION MENU 
The Session menu in the upper left corner of the screen 
can be used to dial-in the virtual conference, report an 
issue, get help and leave the session.  
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COLLABORATE PANEL 
You can access the Collaborate Panel by clicking on the purple double arrows 
in the lower right corner of the screen.  In the Collaborate Panel, there are four 
options: Chat, Attendees, Share Content, and Settings.  Each of these options is 
explained below 

• Chat:  The Chat area will allow you to send type written messages to everyone in the room.  You 
may also be able to chat privately (if your instructor enables that function). 

• Attendees:  The Attendees area will show you a listing of all students who are currently logged in 
to the Collaborate session. 

• Share Content:  Your instructor may use this area to allow you to share content (such as a 
presentation) with your class.  By default, this setting is turned off for students. 

• Settings:  The Settings area will allow you to adjust your camera and microphone settings, set 
your volume, and turned on closed captions (when available). 

RAISING YOUR HAND 
Your instructor may ask that you “raise your hand” if you have a 
question during a class session.  To do this in the virtual 
classroom, simply click on the Raise Hand button at the very 
bottom of the Collaborate window.  Your instructor will receive 
a notification that you have your hand raised.  

For more information and additional details about using Blackboard Collaborate Ultra, please visit the 
Blackboard Collaborate Ultra Support page at https://help.blackboard.com/Collaborate/Ultra. 

ONLINE@SUNYBROOME 
Please visit the Student Resources area of the Online@SUNYBroome website for additional information 
pertaining to online, blended, remote, and web-supplemented courses that use the Blackboard Learning 
Management System at SUNY Broome. (http://www3.sunybroome.edu/online/students/) 
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