
 

 

CREATE A SESSION IN BLACKBOARD COLLABORATE 
 

1. In your course shell, Go to Course Tools > Blackboard Collaborate 

 

2. To create a scheduled BB Collaborate session click on Create Session 

3. Type a unique name for your session. 
 
4. Set the date and time of the start and end of the session. 
 
5. Select if students can enter the room before the session’s start time. 
 



 

 

6. These are default room option setting 

that can be changed as needed.  

7. Recording mode can be set as automatic 

or manual which will record and archive to 

Collaborate session. 

8. You can set the number of talkers and 

cameras, participant permissions, etc. 

9. It is good practice to set ‘Allow Guests’ 

as on so that students can still join the 

room using the Guest Access in case they 

have trouble logging in. 

10. You can attach any files in advance 

provided they are in the acceptable 

format. 

11. Collaborate interactions can be graded. 

Moderator role can be assigned to students 

if they are present some course content. 

12. Click SAVE once all settings are done. 

 

 

 

 

 



 

 

13. The session will show up under Scheduled Sessions. 

 

 

14. Faculty and students can access the room by clicking ‘JOIN ROOM’ or 

using the Guest URL or by calling into the Participant phone number. 

 


