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Attendance in Blackboard Collaborate Ultra

Please note that attendance only works for Collaborate sessions that have a beginning and an end
(e.g., not the Course or Group Rooms). The students can join either from inside their Blackboard course
or via the guest link. Please note that if a student joins by the guest link, only the name they provide
will be listed in the report, so if the record of attendance is important you may want to ask them to
provide both first and last names on joining the session. If joining from inside the course, Blackboard
will supply this information automatically.

1. As you are creating a new Collaborate session, set up attendance, for example:

Attendance Reporting A

B Share attendance information with LMS
How late can attendees join before they're
marked late or absent?

* Late after

5 Minutes

* Absent after

10 Minutes
Required time in session
0% 100%

Attendees must be present for at least 90% of the
session running time or they're marked as absent.

2. Run the session as usual;

3. Once the session is finished, go back to where it is listed in the Collaborate Ultra section, click on the
session's menu (the circle on the right from the title) and select View Reports. If your session is not
listed anymore, see step 4 below.

] Join session

@ Anonymous dial in:
+61285201004 PIN: 900 725 1818

Edit settings

m &

View reports

Delete session

£ &

Copy guest link

4. If your session is not listed anymore, simply click on drop-down arrow next to the Filter by area and
select All Previous sessions (or sessions in a range if you have too many):
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| 1 Course Room
| Unlocked (available)

Create Session Fllter by | All Upcoming Sessior

+ Al Upcoming Sessions

Na scheduled sessions

Create Session

Once you found your session, click on the menu icon on the right and select View Reports (please note
that the latest sessions will be at the bottom of the list, so you may need to move your scroll bar down
to see the whole menu):

|

% Editsettings

View reports

Delete session

Qy Copy guest link

5. On the next screen, click on View Report:

Filter by = All Reports
Start time End time Attendees Duration Attendance

30/03/2020, 12:55 30/03/2020, 13:15 2 00:19:02

6. Here is an example of a report (including the version from Excel using the Export to CSV option):

Blackboard Collaborate Ultra

X { 30 March Report

on details

Monday, 30 March 2020

126513 Name Role Attendee First Last Total Joins
— Type join leave time
;verage time in session I\:na Geoghega Moderator  Integration 12:56 12:56 00:00:10 1
Test User2 p&'Y\C![)&’Wf Integration 12:59 13:09 00:10:38 1
I M Exporl Report I
id:f383763eca5a49ed8f022497936ec:
Name Username Role AttendeeType First join Last leave Total time Joins
Inna Geoghegan innageoghegan Moderator Integration 3/30/202012:56 3/30/202012:56  0:00:10 1
Test User2 tu100002 Participant Integration 3/30/2020 12:59 3/30/202013:09 0:10:38 1




