Creating a Web-based Collaborate Session for Virtual Office Hours
Recommended browser: Firefox for moderators, participants may use other browsers.
1. Go to https://us.bbcollab.com and login using the credentials provided.
If this is your first time using the web-based version of Collaborate, request a login from Kelly Ellis at kellis@wilsoncc.edu. Change your password after initial login by clicking your name in the menu on the left.
2. Click “Create Session”.
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3. Enter a “Session name” such as “Firstname Lastname’s Virtual Office”.
Check to allow “Guest access”.
Check “No End (open session)” to make this virtual space available indefinitely.
Click “Create”.
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4. An email will be generated to you from “Blackboard Collaborate Support”. Save this email.
The email will contain two links:
· To join your Virtual Office meeting click “Your link”.
· Send the “Guest link” and “Session dial-in” info to others.
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This is essentially a perpetual room that you can use over and over again. I recommend setting up a new one for each semester.
You can add this info to your signature line in your email.
Example Signature line:
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Join Session:

Join your session up to 15 minutes before it starts.

e Your link: Join the Blackboard Collaborate session (This link is associated with your account. Don't share with anyone else.)

Note: Any attendees you invited when scheduling the session are automatically emailed their own session link.
Invite others to join:

Send this guest link to your attendees:

* Guest link: MTTDT AT DOt O e o T e S oSt e rios-

Session dial-in:

Call in anonymously. Attendees using this PIN appear as anonymous callers in the session.
e Dial-in: +1-571-392-7650
* PIN: 7038253184
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Angela Herring

Director of Instructional Support Services

Wilson Community College

Sniniteties

amismmning @ wilsoncc.edu
https://www.wilsoncc.edu

Virtual Office hours: Mon 11-12, Tues 2-3, Wed 9-10

Virtual Office link: ooyt Cesoosiswisdioustin
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