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Step 1: Navigate to your course in Blackboard then click on Tools:
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Step 2: Click on Blackboard Collaborate Ultra:
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Open Blackboard Help in a separate window.
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Step 3: Click in the Session Option (three dots located to the right of the session name) then select Edit
Settings:

Create Session Filter by = All Upcoming Sessions ~ Q

Training with Christine Sacco
3/16/20, 4:57 PM (available)

Training with Jan Kenney -
E 3/16/20, 4:57 PM (available)
2] Join session

Training with Susan Chang
3/16/20, 4:57 PM (available)
Q Anonymous dial in:
+1-571-392-7650 PIN: 136 598 9855

Training with Eric Weiser - new session
3/17/20, 1:51 PM (available) ) .
% Edit settings

Drop In =
3/20/20, 11:30 AM (available) View reports

[ 0

Step 4: Click on Session Settings, click Allow recording downloads then click Save:
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Step 5: Click on Menu (three lines located in upper left corner):

Blackboard Collaborate Ultra

i :_ COVID-19 Course Continuity - FACULTY - Course Room
1 Unlocked (available)

Create Session

1 Training with Christine 5acco
I 3/16/20, 4:57 PM (available)

—] Training with Jan Kenney
! 3/16/20, 457 PM (available)

% Training with Susan Chang
I 3/16/20, 457 PM (available)

Step 6: Click on Recordings:

Blackboard
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Step 7: Click on Recording Options (three dots to the right of the Session name/Recording name) then select
Download:

Blackboard Collaborate Ultra

Recordings
Filter by | RecentRecordings ~ Q,
Session name / Recording name Date Duration
Training with 5i Pearman / 3/17/20 - 1:30PM Intro to Blackboard 3M17/20,1:36 PM 01:09:57
Training with Adam Stearn / 3/17/20 - 1:30PM Intro to Blackboard 3M17/20,1:34 PM 00:59:33 D> weten now
%, Editname
il Delete

[y Copy link
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Step 8: Navigate to Downloads on your computer and select your recording:
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Step 9: On the Home tab click Move to and choose location on your computer:
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If you have a Mac, click on Downloads and click and hold on the recording and drag to your Desktop:
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