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Collaborate - Quick Start  
Introduction 
Collaborate ULTRA is a real time video conferencing tool that is ideal for online classes and tutorials. It 
includes several interactive features which enable tutors to share content, receive feedback, and run 
activities.  

We recommend that Collaborate sessions run no longer than 60-75 minutes. 

 

 

This guide will outline how to set-up your own Collaborate webinar room and provide some tips on 
how to prepare for online teaching.  
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Creating a Collaborate ULTRA Session 

 Use the Chrome Browser on a desktop or laptop 
Browsers other than the Chrome web browser may not work correctly. A laptop or desktop 
computer is recommended for setting up and facilitating the session. 

 Choose your host area in Moodle for the Collaborate Session 
Log into Moodle and go to the course where you’d like the session to be available to students. 

 Create a Collaborate ULTRA Session 
activity 
To create the session in this area, enable content 
editing: from the Actions Menu button (the cog 
icon at top-right of window) select ‘Edit 
Content’. 

 

 

Go to an appropriate Section/ Topic Area and click the “Add an Activity or Resource” button. 
From the list of available Activities, select “Collaborate ULTRA” and click “Add”. 

        

 Configure the Collaborate ULTRA Session Settings 
A page called “Adding a new Collaborate ULTRA” will open. Use the form to: 

a) Give the session a clear Session Name and Description (tick the option to ‘Display 
description on Course page’). 

b) Specify the Start Time and Duration. 
c) Tick the option to “Allow Collaborate ULTRA Guest Access”, but make sure the 

Collaborate ULTRA guest role is set to ‘Participant’. 
d) At the bottom of this page, click “Save and return to Course page” 

The Session appears as an activity on the Moodle page. 

 

If you need to edit any of the above settings, click on the ‘Edit’ button and selecting ‘Edit 
Settings’. 

 Enter and Prepare the Session 
Fifteen minutes before the scheduled to start, return to the 
activity in Moodle and click on it. Enter the session by clicking 
‘Join Session’. 
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 Configure your Microphone and Webcam 
The Collaborate ULTRA session will open in a 
new tab. If this is your first use of 
Collaborate, the browser may request access 
to your microphone: allow this. 

 

 

Open the Collaborate Panel: the purple 
‘chevron’ button at the bottom-left of the 
window.  

 

 

Select the fourth tab 
– the ‘My Settings’ tab –  
and click on “Set up your camera and 
microphone”. 

 

 

 

 

Choose your microphone from the drop-
down list. Test your microphone works and 
confirm by selecting “Yes-It’s working”. 

 

 

 

 

 

If the browser requests access to the 
camera, allow this. 

Choose your webcam from the drop-down 
list. Confirm by selecting “Yes-It’s working” 

 

Your microphone and webcam are not 
shared yet. Click the ‘Share..’ buttons 
when you are ready to share. 
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 Configure the Session Settings for 
Attendees 
Return to the ‘My Settings’ tab of the Collaborate 
panel.  

Tick the options to allow participants to share audio, 
and to post chat messages. 
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Teaching with Collaborate ULTRA 

 Preparing your Lesson 
Build your lesson around interactivity 

Keeping participants engaged is one of the core challenges of teaching online. The simplest 
solution is to ensure that content is always followed by some form of contact whether that’s a 
discussion between students, a quick poll, or a simple feedback question where students reply 
using the ‘Set Status’ tool.  

 

Activity Purpose Tool 

Quick Feedback 
Check-in to see if students 
have questions or how well 
they are following along. 

 

 
Figure 1 Raise 

Hand 

 

 
Figure 2 Set Status 

Comprehension 
Check 

Formatively assess your 
students’ understanding or 
review previously covered 
material. 

 

 
Figure 3 Comprehension Poll 

Voting 

Offer students the ability 
to make decisions about 
their learning during a 
lecture or live session.  

 

 
Figure 4 Voting Poll 

Small group 
discussions 
 
Live group work 
or projects 

Make discussions and 
group work more 
manageable in large 
classes. 

 

 
Figure 5 Breakout Groups 

 

Presentation materials should be clean and simple 

The way Collaborate ULTRA’s ‘Share Content’ feature 
works is by flattening all uploaded material into images. 
If you are uploading a PPT or PDF please use common 
fonts, a simple heading structure, and basic images. 
Avoid any animations, hidden text and objects, or long 
passages and lists. 
  

Figure 6 Example Slide 
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 Before the Session 
� Join early to review participant settings and test your audio and video 

� Upload your presentation files (PDF, PPT, Images) 

� Open any webpages or applications you may need to share later 

� Grant moderator or presenter privileges to any guests or co-facilitators 

 As the Session Begins 
� Greet participants through your camera and microphone first 

� Confirm audio and video is working for participants 

� Remove or assign privileges for participants and explain why 

� Set expectations for using chat, status, and raise hand 

� Provide a brief overview of the interface (menus, chat, …) 

 During the Session 
� Speak clearly; do not rush 

� Visualize your participants 

� Observe the whole screen and watch Chat or the Attendee panel for updates 

� Encourage ‘hand-raising’ from participants to ask questions or identify problems 

� Seek feedback in the form of status updates frequently, ask questions and repeat any 

questions you receive in chat, and provide a variety of opportunities for interaction 

� Use the pointer tool during if you are sharing slides, images, or pdfs to help students stay 

oriented to the page 

 Ending a Session 
� Summarize the lesson and the results of any activities 

� Explain any follow-up activities in Moodle (forum discussions, wikis, projects) 

� Remind participants of next session and how to prepare 

� Thank everyone and try to be the last person to leave 
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Tutorials in Collaborate ULTRA 
Collaborate ULTRA can also be used to host tutorials. To ensure your tutorials remain private and 
secure please follow the guidance below. 

 Create a Collaborate Tutorial Room 
Create a new Collaborate room with a name that denoting its purpose (i.e. ‘Tutorial Meeting 
Room’). 

  

Figure 7 Example of a Collaborate tutorial activity 

 Upload a Holding Slide 
Download the Tutorial Holding Slide from Teaching Online or create your own, then enter the 
tutorial Collaborate room 10 minutes early to upload and activate it.  

 

Figure 8 Tutorial Holding Slide in a Collaborate Session 

 Configure Session Settings 
Choose whether to release access to audio, video, and chat from the Settings Menu in the 
Collaborate Panel. We recommend all releasing all three for tutorials. 

 

Figure 9 Adjusting Session Settings 

 

https://www.arts.ac.uk/about-ual/teaching-and-learning-exchange/digital-learning/teaching-online
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 Activate Breakout Groups 
When a tutorial student arrives open the Collaborate Panel, select the Share Content menu, 
click Breakout Groups and move yourself and the student into Group 1 then click Start.  

This will ensure the conversation remains private while allowing you to see any new students 
who enter the Main room and they will see the Holding Slide.  

 

Figure 10 Organising Breakout Groups 

 Moving between Tutorial Meetings 
First, inform the student when the tutorial meeting is over and give them the choice to leave 
Collaborate altogether or return to the Main Room.  

Next, return to the Breakout Groups tool in the Share Content menu. Drag-and-drop the last 
student out of Group 1 before dragging-and-dropping the next student into Group 1. 
 
Repeat this process for each scheduled tutorial session. 
 

 
Figure 11 Adding students to a breakout group 

  
 

 
 
For further support, please contact: 
 
Central Digital Team: dlsupport@arts.ac.uk  
London College of Communication: lccdigitallearning@lcc.arts.ac.uk  
London College of Fashion: lcf-digitallearning@arts.ac.uk  

 

mailto:dlsupport@arts.ac.uk
mailto:lccdigitallearning@lcc.arts.ac.uk
mailto:lcf-digitallearning@arts.ac.uk
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