
How to Use Blackboard Collaborate for the First Time 

 

Welcome to your first Blackboard Collaborate session!  Blackboard Collaborate is a 

web-conferencing tool that allows students and instructors to participate in real-time 

class meetings, small group discussions, and virtual advising meetings or office hours.  

Blackboard Collaborate is a dynamic, interactive 21st-century learning environment! 

It is recommended that you log into your first Blackboard Collaborate session 5-10 

minutes before the scheduled start time! 

 

Downloading or Testing Java 

Blackboard Collaborate runs on the Java operating platform.  If you do not have Java 

installed on your computer, please download the current version of Java using this link: 

http://java.com/en/download/index.jsp 

If you want to make sure that Java is working correctly on your computer, please click 

on the following link: 

http://www.java.com/en/download/testjava.jsp 

Here are the current system requirements taken directly from the Java website: 

Windows 

 Windows 8 (Desktop) 
 Windows 7 
 Windows Vista SP2 
 Windows XP SP3 (32-bit); Windows XP SP2 (64-bit) 
 Windows Server 2008 
 Windows Server 2012 (64-bit) 
 RAM: 128 MB; 64 MB for Windows XP (32-bit) 
 Disk space: 124 MB 
 Browsers: Internet Explorer 7.0 and above, Firefox 3.6 and above, Chrome 

Mac OS X 

 Intel-based Mac running Mac OS X 10.7.3 (Lion) or later. 
 Administrator privileges for installation 
 64-bit browser 

A 64-bit browser (Safari or Firefox, for example) is required to run Java 7 on Mac OS X. 32-bit 
browsers such as Chrome does not support Java 7 on the Mac platform.  

If you run into any technical difficulties with Java on your computer, please contact the 

University of Akron Computer Support Help Desk at 330-972-6888.   

http://java.com/en/download/index.jsp
http://www.java.com/en/download/testjava.jsp
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How to Log into Blackboard Collaborate 

1. Use your UANet ID and password to log into the Springboard home page at 

http://springboard.uakron.edu.  

 

 

 

 

 

 

 

 

 

2. Click on the name of your course under the Student tab in the My Courses 

area.  Note: Your list of courses will look different from the picture.      

 

 

 

 

 

 

 

 

You can also find your course by clicking on the Select a course… button found at the 

top of the Springboard home page. 

 

 

http://springboard.uakron.edu/
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3. Find the area named Collaborate Links that is on the Course Home page.  

Note: The exact links you see might look different from the links in the picture. 

 

4. Click on the link under the words Participant Link.   

 

 

 

 

 

 

 

 

 

 

 

5. You will be taken to the Blackboard Collaborate Session Login page.  Please 

type in your name in the box and click Log In.  Note:  You should use your first 

and last name if there is more than one student with the same first name.   

 

 

 

 

 

 

6. After you log in, you will see the following instructions within the window or tab: 

 

 Please don't close this window until you are in your Blackboard Collaborate 
online collaboration session. 
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 Please note that your browser security settings may block this site from 
downloading files to your computer. If so, you will need to accept the download of 
these files.  

If you are using Firefox, then the following window will pop up.  Just click OK. 

 

 

 

 

 

 

 

7. You will be asked to accept the Blackboard Collaborate Participant Agreement.  

Click Accept.   

 

 

 

 

 

 

 

 

8. Choose your Internet connection speed from the pop-up window that appears.  

Click OK. 

 

 

 

 

 

 

 

9. Congratulations!  You have successful logged into Blackboard Collaborate!! 
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The Blackboard Collaborate Window 

1. Once you are connected to Blackboard Collaborate, a window similar to the one 

shown below should appear on your computer.   

 

 The name of your course should appear at the top of the window. 

 

 Your name should appear under Participants along the left hand side.  This 

should be the same name that you used on the Log In screen.   

 

 You will also see the names of any other students and/or the instructor who 

are also logged in to the session at that time. 

 

 Your instructor might have posted a message to the class either in the Chat 

window in the bottom right corner or on the whiteboard screen in the middle.   

 

 

 

 

 

 

 

 

 

 

2. In order to hear your instructor and/or other participants during the session, you will 

need to check the speaker settings on your computer by using the Audio Setup 

Wizard.  Please do one of the following and follow the instructions: 

 

Click on the Audio Setup Wizard button at the top of the Audio and Video panel.   

 

 

Click on the Tools menu.  Select Audio.  Then select Audio Setup Wizard.   
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3. If you want to communicate with other students and/or the instructor during the 

session, you have several options. 

Chat – You can use the Chat window in the bottom left corner to send instant 

messages to other participants in the session.  The instructor (moderator) will 

also control whether your chat message are seen by all the participants in the 

session or just a small group of people.  Note: The Chat window that appears 

may have different messages than the picture.   

You do not need a microphone or speakers to send any Chat messages during 

the session.   

 

 

 

 

 

Raise Hand – Click the Hand button in the Participants panel whenever you 

have a question or a comment.  You can also type your questions or comments 

in the Chat box.   

 

 

Feedback – Click on the Smiley Face button in the Participants panel to express 

emotions or give quick feedback to the instructor or other participants at any time 

during the session.  Some of the choices that will appear in the drop-down menu 

include Smiley Face, LOL, Applause, Confusion, Approval, and Disapproval.   

   

 

 

Away – If you need to step away from the session for a brief moment, click the 

Away button in the Participants panel.  You do not have to completely log out!  

Just unclick the Away button when you come back.   
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Audio – You can use a microphone to talk with other participants during the 

session.  Your microphone can be internal (part of your computer) or external 

(plugged into your computer). 

 In order to talk during a session, click on the Talk button in the Audio & 

Video panel in the top left corner.  

 To test your audio settings, please use the Audio Setup Wizard. 

 

 

 

Video – You can use a camera to have other participants be able to watch you 

on their screen during the session.  Your camera can be internal (part of your 

computer) or external (webcam).  Your instructor can control how many people 

can use cameras during the session.  

 In order to use your camera, click on the Video button in the Audio & 

Video panel in the top left corner. 

 To test your camera settings, please click on the Tools menu.  Select 

Video.  Then select Camera Settings.   

 

 

     

 

You do NOT need to use a microphone or camera to participate in a Collaborate 

session.  You can just participate by sending messages using the Chat box.   

 

Now you should be ready to participate in your first Blackboard Collaborate 

session!  Have fun and enjoy! 

If you have any further questions, please contact your instructor! 


