
Scheduling a Remote Meeting Session in Collaborate Ultra 
 

1. You will need an account.   Contact someone in Ed Tech for this. 
2. To login, go to: https://us.bbcollab.com. 

 
3. From the left nav menu choose Sessions.  Click the “Create Session” Button. 

 

 
 
4. NAME YOUR SESSION: 

First, give your session a title. 
This will immediately generate a 
web access link and a dial-in 
number/code. 
 
 
 
 
 
 
 

 
5. SET GUEST ROLL ACCESS: 

Be sure to change the guest roll 
access to “Participant.” 

 
  

https://us.bbcollab.com/


 

6. EVENT DETAILS: 
Next, use the calendar & clock icons to choose a 
start and end time for your session.   If you 
choose, you can click the check box for “No end” 
so that your meeting doesn’t cut off before you’re 
finished (if it runs long).  If this is a regularly 
scheduled meeting, choose the “Repeat Session” 
option to re-use the meeting room more than 
once. You can also select how soon to let 
participants enter the meeting room. 

 
 

 
7. INVITATIONS: 

The three displayed icons are for: 
-Resend all Invitations 

You may need to do this at some point. 
-Invite Attendees 

You may want to limit this feature to 
only those who will be MODERATORS in 
your session.  They will get a special link 
that lets them enter the session with 
that role. For the majority of the 
PARTICIPANTS, you can simply email 
them the guest link to join the session. 

-Search for Registered Users 
If you want to add a BW user and don’t 
know their email or username, use the 
search function. 

 



8. SESSION SETTINGS: 
The green check boxes are selected by default. 
Adjust any of the settings you choose. 

 
 

9. SAVE: 
When you’re finished, click the “Save” button. 
Your scheduled session will appear under the 
SESSIONS link on the left navigation menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please access the other Ed Tech Collaborate resources for assistance in using Collaborate or 
moderating a session in Collaborate. 

NOTE: You have the option to record your Collaborate meeting sessions and invite 
outside participants to join. 


