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Using  Blackboard Collaborate for OT24Vx 2012 

TEN STEPS TO SUCCESS! 
  
University of the Sunshine Coast is sponsoring the third 24-hour online occupational therapy 
“Virtual Exchange” (OT24Vx) event with the theme “Exploring Balance”. This online event has 
been made possible because the University of the Sunshine Coast is providing access to 
Blackboard Collaborate, a web-conferencing programme which allows people to meet in the 
same virtual place.   
  
What is Blackboard Collaborate? 
Blackboard Collaborate is a programme that supports web conferencing. Here is a video that 
gives a quick overview.   
 
Preparing for OT24Vx 
In order to familiarise yourself with Blackboard Collaborate we have set up the “Participant 
Lounge”, which is a practice session that you can enter at any time prior to and on the actual 
day. The URL for this practice session can be accessed by clicking on this link  
  
Before accessing Blackboard Collaborate read through the rest of the instructions carefully. 
  
1. First you need to ensure you have the required tools and software as outlined below. 
  
Required Tools: 

1. Internet connection 
2. Web browser such as Firefox, Internet Explorer, or Safari. 
3. Headphones with optional microphone. A microphone is useful if you wish to speak. 
4. Otherwise, you can communicate with instant text "chat" that is part of the Blackboard 
5. Collaborate.  
6. Speakers - if more than one person is watching and listening in the same room 

  
Required Software: 

1. Web browser such as Firefox, Internet Explorer, or Safari. 
2. Java 6.0 minimum (Blackboard Collaborate will prompt you to download the most recent 

version of Java - please do this before the event to make sure you are able to load the 
programs easily). 

  
2. Check that everything works 
It is strongly suggested that you get ready well ahead of the session to make sure your 
computer hardware, network and firewall policies all allow you to download and operate the 
software. If you plan to use a computer in a hospital or university, you may find that the 
institution's firewall and access policies prevent you from downloading the software by yourself. 
So it is important that you check this out with your IT department beforehand. 
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You will not be able to access the actual sessions until 30 mins before they are due to start on  
29/30/31 October. So use the “Participant Lounge” to run your own practice session - it can be 
accessed by clicking on this link.  On the OT4OT.com website the link looks like this: 
 

 
  
After you click on this link you will see the pages illustrated in the screenshots below: 
 
1.  Log In screen: just put in your own name (and your country) where it says 'Name'. and click 
“Log In” You do not need a password - 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://sas.elluminate.com/site/external/launch/meeting.jnlp?sid=2011686&password=M.2FB6A8F47300940BC5154BF2F8C54C
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2. Program Launch: Allow the program to launch and let it open up on your computer.  Follow 
prompts as they are given to you. 

 
 
3. Be Patient.  Wait while the program loads 
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4. Let java load 

 
 
5. Launch the program: When the program launches you will see this screen.  This is a “virtual 
room”.  All sessions will look like this as they start. 
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6. Start to play with the tools: Check out which tools you can use.  Video, microphone, writing 
tools on the “whiteboard” etc.  Feel free to have a “play”.  You can’t break it! 

 
  
7. Get ready for action: Once you are in the session room and you start to feel confident, use 
the audio wizard to set up your volume and microphone. Select “Tools,” then “Audio,” and then 
“Audio Setup Wizard. 
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7.1.  Audioset-up wizard: speaker volume (step 1) 

 
 
7.2. Audioset-up wizard: speaker volume (step 2) 
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7.3.  Audioset-up wizard: speaker volume (step 3) 

 
 
7.4.  Audioset-up wizard: speaker volume (step 4) 
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7.5.  Audioset-up wizard: microphone volume (step 1 - record your voice) 

 
 
7.6.  Audioset-up wizard: microphone volume (step 2 - listen to your voice) 
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7.7.  Audioset-up wizard: microphone volume (step 3) 

 
 
7.8.  Audioset-up wizard: microphone volume (step 4) 
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7.9.  Audioset-up wizard: Select microphone input. 

 
 
  
8.  All working?  
Return to our schedule and identify the sessions you wish to attend, and their time according to 
YOUR LOCAL TIMEZONE. Make sure you timetable them into your diary!  
  
9.  29/30/31 October 
At the time of the sessions it is recommended that you log on at least 10-15 minutes early so 
you become familiar with things like use of the microphone and set your volume and mic 
controls as explained earlier.  Sessions will be open 30 minutes prior to scheduled start time.   
The facilitator will guide you through the controls when you arrive at the actual session on the 
day of the conference. 
 
10.  Join the session 
To join the session, visit OT4OT website and click the OT24Vx 2012 page then all you need to 
do is click on the session you are interested in attending, this will open up a file detailing the 
presenter and the session. Click on the URL or link that will be provided, and that will take you 
to the session.  
  
Everything should look the same as the “Participant Lounge”– except that a powerpoint or other 
title slide will be showing in the white space on the right hand side of the screen. 
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What to do if you're having trouble with Blackboard Collaborate? 
 

If you're having trouble accessing Blackboard Collaborate in your hospital/institution with a 
firewall /proxy issue: please ask the IT within your organization to visit the help site 
http://www.blackboard.com/Platforms/Collaborate/Support/Support-for-Blackboard-
Collaborate.aspx 
  
Here are some tips for setting up Blackboard Collaborate at your hospital, facility or university 
courtesy of our colleague Sarah Stewart who paved the way with the Virtual International Day of 
the Midwife. Our event is modelled on her pioneering work: How to bring the Virtual International 
Day of the Midwife to your hospital or facility 
  
Getting help 
Try the Blackboard Collaborate website:http://www.blackboard.com/Platforms/Collaborate  
You may also be able to get help from the Online Support Center for Blackboard Collaborate. 
  
Toll Free 
North America Toll Free: 1 (877) 382-2293 
UK Toll Free: (0800) 051-7248 
Ireland Toll Free (1800-64-4528) 
Australia Toll Free: 1 (800) 26-7338 
  
Other: International, Non Toll Free: 1 (606) 274-2370   
 

 
 
 

If you have any questions about using Blackboard Collaborate in the 
leadup to the event please go to the OT24Vx Facebook Page  

to post your questions. 
 
 

 
 

PLEASE DO NOT CONTACT IT SERVICES AT  
THE UNIVERSITY OF THE SUNSHINE COAST  

FOR ASSISTANCE WITH SETTING UP AND RUNNING BLACKBOARD COLLABORATE 
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