
Please note that Collaborate Ultra works best when browsing with Google Chrome.  

            Free Chrome Download: https://www.google.com/chrome  

 

 

*Before starting, please make sure your web cam/microphone and your speakers or 

headphones are working on your computer. 

 

Step 1: Log in to Collaborate, and choose “Create” a session. 

 

Step 2: Set up the session parameters, and begin by naming the session. 

  

https://www.google.com/chrome
https://us.bbcollab.com/collab/ui/scheduler/login


Set the session start and end time. 

 

*We recommend allowing at least a 30 minute early entry for students and guests to set up for 

the session.  

 



You can invite participants by clicking on the “Invitations” tab and then the “+” to “Add new 

invite”. Simply enter the person’s name and email address, along with the desired role you 

would like for them to have. Then, click on “Add Attendee” at the bottom and the guest will be 

sent an invitation. 

 

 

 

 

Review the participant permissions under “Session Settings” before moving on. Click the create 

session button at the bottom right corner of the page. 

 



Step 3: Next, you may simply click the blue icon to join an active session. Future (or expired) 

sessions will have no icon and may not be joined until that date becomes active. 

 

 

 

 

Step 4: As the session opens, select “Join from a browser”if on computer, or use the App if you 

are using a phone or tablet. (Phones or tablets may have more limited capabilities.) 

 

 



 

Step 5: When the session is first opened, you will be prompted to set up your microphone and 

camera. Select “Yes”. 

 

You will be prompted to allow Collaborate to access the microphone and camera. Select 

“Allow”. 

 

Proceed with the Audio Test by selecting the microphone you want to use and making sure 

audio is being received before moving on. 

 



Proceed with the Video Test by selecting the webcam you wish to use and making sure your 

video is being displayed before moving on. 

 

The microphone and webcam are now ready to use. You can select one or both of them by 

clicking the icons at the bottom of the screen. 

 

  



When you click the icon to share video, you will be shown a video preview and be prompted to 

share your video.  

 

 

Step 6: You may access additional tools such as chat, participants, share content and settings 

by clicking the “Collaborate Panel” icon (arrow) at the bottom right area of the main session 

screen.  

 

 

After clicking the arrow, choose the desired tool…

 

 



Choose the chat icon to communicate by text with active participants. 

*You may also choose to chat with everybody in the session, or with individuals. 

 

 

 

You may review your participant list and change individual permissions by clicking the icon 

shown below in the Collaborate panel.  

 

 



Share content by clicking the “Share Content” widget in the top right corner of the screen. 

Please note that participants/students must be granted “Moderator” privileges to use this 

feature. 

   

 

You may share the built in whiteboard, your computer’s desktop application or certain files.  

 

 
 

When using Google Chrome as your browser, you will have an additional option called “Share 

Application”. This allows the instructor/moderator to share any open application that’s running 

on their computer. You will be prompted to add an extension in Google Chrome. Click “Add to 

Chrome”. Please also note that students/participants must be granted “Moderator” privileges 

in order to share their applications.  

 



A new window will pop up. Click “Add Extension”. 

 

Once the extension has been installed, you may choose to share your entire screen or any open 

application.  

 

Stop sharing applications by clicking the “Stop Sharing” icon at the top right side of the screen. 

  



You may also share PowerPoint or PDF files by uploading then under “Share Files”, but if you 

are recording the session, then the slides will NOT be included in the recording when using this 

feature. Please use the “Share Application” feature (shown above) if recording is important. 

Please note that students must be granted “Moderator” privileges in order to use this feature. 

   

 

The “My Settings” tool allows access to features such as generating a dial in number for 

participants who wish to use a telephone for audio, as well as the setup feature for your 

camera/microphone. Also under this tab, you will find the session notification settings and 

more. 

 
 

 

Step 7: Start a recording by clicking the “Open Sessions” icon at the top left area of the main 

screen and click on “Start Recording”. To stop recording, simply repeat the same steps. 

      



Step 8: To leave a session, click on the “Open Sessions” icon and choose “Leave Session” at the 

bottom. (You may also simply close your browser.) 

   

 

 

Step 9: To access a previously recorded session, please click the “Recordings” icon, locate the 

desired recording from the list and choose “View Recording”. 

 

 
  

 

 

Need additional help? 

Collaborate Technical Support Number - Toll Free: 1-877-382-2293 (Always Open) 

Please follow the directions on this guide before contacting technical support. Most setup 

issues can be resolved with the information found here. 

Local SFA Help: (936) 468-7649 (Available during regular business hours.) 

 

 

Go back to the main Quick Start Guide 

http://www.sfactl.info/#!collaborate-web-conferencing/c1i7f

