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This User Guide is designed to be a 
quick, simple, and visual guide on 
how to access Blackboard 
Collaborate and attend a webinar.



Getting Started

Use

Please use Google 
Chrome or Safari.

Note

Note: There is no 
personal Login for 
Collaborate, you will 
receive a link via 
email.

Close

Shut any other 
applications.
Do not have music 
playing on another 
application.

Log in

Log in to 
Blackboard.
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1.   
Access Blackboard 
Collaborate.

• HEE will have sent you an 
email with a link to the 
designated webinar room 
on Blackboard Collaborate.

• Click this link to access the 
webinar platform.



2.
Access webinar room.

• Click Join Session to enter 
the webinar room.

• The Tutor will let you into 
the room when they are 
logged on. 

• If you log on before the 
Tutor, don’t worry – once 
they have set up the room 
they will let you in.



2 a)
Access webinar room.

Enter your full name 
when joining as a guest.



3. 
Allow use of 
microphone 

- Allow



4. 
Audio Test



5. 
Video Test



6.  
Click –

Share video



7. 
Expand functionality 
using the Collaborate 
Panel.

• This is needed to allow you 
to interact with delegates, 
the Speaker and the Tutor.



8. 
Chat icon

• Click the speech bubble to 
access the Chat function.



8. a) 
Chat function

• Use the text box marked 
Say something to send a 
message to all delegates 
and Moderators.

• You can use this to ask 
questions to the Speaker 
or Tutor or engage with 
other delegates.



9.
To leave the 
session.

• Click the cogwheel in the 
bottom right hand corner 
of Blackboard Collaborate, 
then click Leave Session.



10.
Feedback to 

finish


