
TIL UVic Blackboard Collaborate Ultra Participant Reference Guide 

Content used: https://help.blackboard.com/Collaborate/Ultra/Participant. 

Before you begin, feel free to watch a Blackboard Collaborate Ultra video tour here! 

Topics covered: 

 Recommended browser 

 Joining a session 

 Setting up audio and video 

 Audio and video issues 

 Presenting in sessions and sharing content 

o Sharing whiteboard 

o Sharing application 

o Sharing files 

o Content editing tools 

 Chat 

 Polls 

 Session best practices 

 Where to get help 

Recommended browser: 

Session participants must use Google Chrome, which can be downloaded for free at 

google.com/chrome. Chrome must be installed before the session is launched. For screen 

readers, it is recommended to use Firefox and Jaws on Windows, and Safari and Voiceover on a 

Mac. 

Browsers on mobile devices are supported on Windows touch devices and Safari on iOS at this 

time. 

Join a session: 

Your instructor either will email you the link to join the session, or will post it in the 

CourseSpaces site for your course. Please contact your instructor if you are unsure where to 

find it.  

Once you have the link, open it in your browser. Blackboard Collaborate is at the top of the 

screen. It mentions what session you are joining and there is a place for you to type your name. 

Select Join Session after typing your name. Please note that Blackboard Collaborate stores data 

in Ireland; you can use an alias if you are concerned about privacy.  

If this is your first time joining the session, complete the audio and video set up. 

https://help.blackboard.com/Collaborate/Ultra/Participant
https://www.youtube.com/watch?v=1W4sGpVmJaY&feature=youtu.be
https://www.google.com/chrome/
coursespaces.uvic.ca


Set up audio and video: 

You must complete audio and video set up at least once before you can use them. 

 

You must give the browser permission to use audio and video to participate in a session. You'll 
be asked to do this when you first join a session or when you first go to share your audio or 
video: 

1. Open My Settings. Select your profile pictures and name, or open the Collaborate panel and 
select My Settings. 

2. Select Set Up your Camera and Microphone. 

3. Choose the microphone you want to use. Collaborate tells you that you sound great when it is 
receiving your audio. Select Yes, it's working to proceed. 

4. Choose the camera you want to use. Collaborate tells you that you look great when it is 
receiving your video. Select Yes, it's working to proceed. 

By default, you are hidden and muted after you complete the setup. Select the microphone and 
camera icons to begin full meeting participation. 

With your keyboard, press Alt + M to turn your microphone on and off. Press Alt + C to turn 
your camera on and off. Adjust your speaker and microphone volume any time in My Settings. 

**It is recommended that you keep your audio and video turned off until you are ready to 

speak/present. Having the audio and video turned on can impact the session’s connectivity. 

 

 



Audio and video issues: 

If you are having issues with your audio or video, please check your session and browser 

settings. 

Are the audio or video controls on? A line through the icons means that a device is not enabled. 

Are you using the latest version of your browser? Update your browser. 

Does the browser have permission to access your camera and microphone? 

 Select the video icon in the URL bar to check the default audio and video settings. From 

the pop-up window, you can change devices or step through your device setup again to 

set the default devices. You may need to refresh the page for the change to take effect. 

Present in sessions 

Moderators can make participants presenters. This means that you can upload, share, edit, and 

stop sharing content. You can also see hand raise notifications and can lower hands. 

Share content 

You can upload content, including PowerPoint presentations, or share your desktop screen to 

show more details. 

 

Open the Collaborate panel and select Share Content. Select one of these share options to start 

sharing and collaborating with your attendees. 



 Whiteboard 

 Application 

 File 

Sharing whiteboard: 

Collaborate the whiteboard. Open a blank whiteboard to draw or just jot down notes. 
Moderators decide if participants can use the whiteboard and tools along with you during a 
session. 

 
Sharing application: 

Share your desktop or a software application to teach students about a particular topic. 

Whenever you move through the application or desktop, your students automatically follow 

along. 

In Chrome, you will need to add the browser desktop sharing extension to share applications in 

Collaborate sessions: 

1. Go to the Collaborate Desktop Sharing extension page. 

https://chrome.google.com/webstore/detail/desktop-sharing/ajojghojfapedgfkjmhchgblmjfanggo/related?hl=en-US


2. Add the extension. 

3. Start application sharing in Collaborate. 

4. If you see Application sharing is starting but your screen is still not shared, stop and 

restart application sharing. 

When you share your desktop or application it is seen by everybody in the live session and 

anybody viewing the recording later. Make sure to close any windows and applications you 

don't want others to see before starting to share! 

Sharing files: 

Upload GIF, JPEG and PNG images, PDF files, or PowerPoint presentations of 60MB or lower to 

your session. You can upload multiple presentations, however the total size allowed is 125 MB 

or lower for any session. 

 

Select Add Files Here or drag a file into the box to upload it. Select “Share Now” when you're 

ready for users to see the file. Moderators can choose to allow participants to mark up your 

shared file. 

Content editing tools: 

Use these tools to edit and mark up shared files and the whiteboard. 

Tool Description 



Select   

Use the arrow to select an object on the 
whiteboard. After you select it you can 
resize, move, and delete it. 

Pointer   

Use the hand to point to different areas of 
the visible slide. Attendees see wherever you 
are pointing on the slide. 

Pencil    

Use the pencil to draw free hand on the slide. 

Shapes    

Use the Shapes icon to draw a rectangle, 
ellipse, or a straight line. Your choice. 

Text    

Type text on the slide with the "T". 

Clear   

Use the eraser to undo everything. 

View controls  

Show or hide your zoom, fit, and size 
controls. 

View controls opened

 

Zoom in, Zoom out, Best Fit, Actual size 

Best fit takes advantage of your screen real 
estate. Content adjusts to be completely 
viewable in the available area. It displays as 
large as possible while keeping the aspect 
ratio intact. 

Slide navigation controls 

 

Move to the previous or next slide. 

With your keyboard, press Alt + Page Down 

to move back a slide and Alt + Page Up to 

move forward a slide. On a Mac, press Alt + 

Fn + Down Arrow or Alt + Fn + Up Arrow. 

Select the slide name to view all slides. 

Stop  
Stop sharing content 

 

 

 

 



Chat feature: 

Collaborate uses notifications that appear on your screen to let you know what's happening in 

your session. These notifications tell you when there are new chat comments. 

 

The notification stays on the screen for a few seconds then disappears. It tells you if you have a 

new chat message, if there are more than one, and what chat channel the comment is in. 

If you have the chat panel open, you'll see a new comment alert. 

 

You can also see when someone is typing in chat. Open the Chat panel and see if someone is 

about to ask a question or make a comment. 

 

 

 

 

 

 

 

 

 



Polls 

After a moderator starts a poll you are asked to make a choice. The choices disappear so they 

don't block anything on the main stage. Select Polling to open the choices again. Select your 

choice. 

 

 

You only see the choice you make. Moderators see an overview of the choices made. They can 

also see the specific choice you and other attendees make. They can also see who hasn't 

responded. 

Moderators might choose to show you the overall responses but you never see how anyone 

else has responded. 

 



Session best practices: 

 Join the session early. Give yourself time to learn what you can and can't do in the 

session. Add a profile picture and set up your audio and video. If you are presenting, 

make sure you can share content. Practice using the tools. If you encounter any 

difficulties, contact TIL Support at tilhelp@uvic.ca or 250-721-8746. 

 Mute when not speaking. Nothing is more distracting than background noise. For 

example, typing or a private conversation. It can also give the impression that you aren't 

paying attention. 

 Take an active part. Use the feedback feature and chat to show your engagement. 

 Keep your focus. Close all programs on your computer except for the browser you are 

using for your Collaborate session. 

 Use a hard-wired (Ethernet) connection, if available. If not available, use a Wifi 

connection. 

 Stay up to date. Only use up-to-date Internet browsers that are supported by 

Blackboard Collaborate.   

 Limit video use. Use video during the session only when necessary. 

 

Where to get help: 

Contact UVic Technology Integrated Learning Online Help Desk:  

Email: tilhelp@uvic.ca 

Phone: 250-721-8476 or 1-888-721-8476 (toll-free) 

TIL Support is available during the following hours: 

Monday to Thursday: 9AM-6PM; Friday 9AM-5PM (Spring/Summer hours) 

Saturday/Sunday:  10AM-4PM 

Blackboard Collaborate Help on the Session menu 

mailto:tilhelp@uvic.ca
mailto:tilhelp@uvic.ca
https://www.uvic.ca/til/home/home/news/current/tils-2019-spring-and-summer-hours.php

