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Blackboard Tips:  
Technology for HyFlex Courses 

 
The new FLEX instructional Mode in Self-Service Carolina allows instructors to deliver a course using 
the most flexible instructional method—HyFlex. HyFlex courses offer students a choice to attend any 
class session in the face-to-face classroom, live through a virtual meeting, or at the time of their 
choice online through recordings and other course materials. Comparable participation activities are 
available to live and asynchronous students. Instructors will need to set up their laptops with the 
webcam and microphone in the classroom to enable both in-class and remote students to connect to 
the instruction through Collaborate. 
 
Requirements for Students Attending Live Through Virtual Meetings 

• Computer or tablet (smartphone or even regular phone in a pinch) 
• Internet connection 
• Access to Blackboard and Collaborate 
• Microphone, can be integrated into a laptop *Headset preferred to avoid feedback 
• Webcam, can be integrated into a laptop 

 
Requirements for Face-to-Face Students 

• Computer or tablet (smartphone in a pinch) 
• Internet connection in the classroom 
• Access to Blackboard and Collaborate 
• Microphone, can be integrated into laptop 
• Webcam, can be integrated into a laptop 
• *** Headset will be helpful since it will pick up less background noise, especially when using 

breakout groups 
 
Requirements for Online Recording Students 

• Computer or tablet (smartphone in a pinch) 
• Internet connection 
• Access to Blackboard and Collaborate 
• Headset or earbuds may be helpful when listening to recordings 

 
List of Rooms for HyFlex Courses 
The current list of classrooms with the new Vaddio Conferencing webcams and microphones: 

• CASB 117 
• CLC 310 
• HEC 2001 
• HEC 2039 
• HPAC 221 
• JCB 110 

• JCB 150 
• JCB 160 
• JCB 170 
• JCB 180 
• JCB 250 
• JCB 260 

• JCB 270 
• JCB 280 
• Library 002 

(Tukey) 
• Library 118 
• Library 240 

• Media 217 
• Smith 203 
• UCG 117 
• UCG 118 
• UCG 125

It will be easiest for you and your students to use one of these classrooms.  
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Requirements for Instructors 
• Windows laptop *Some Macs have been incompatible with the Vaddio system 
• Access to Blackboard and Collaborate 
• Collaborate session in Blackboard course 
• All files or slides uploaded into Collaborate before start of session 

 
Technology Available in the Classrooms List Above: 

• Detailed directions for using the Vaddio camera and microphone conferencing system 
• Internet connection 
• Vaddio camera and microphone 
• Classroom control panel 

 
Instructor Steps for Class Preparation: 

• Create virtual class sessions within your course in Collaborate 
• Send a welcome email to ALL students explaining how the course is set up with 3 delivery 

options available for the course and instructions on how to access Collaborate 
• Save all files you need to share in Collaborate as PDFs & on your laptop 

 
 

Instructor Steps at the Beginning of Class: 
1. Locate the directions sheet for the Vaddio Conferencing system.  It is a laminated sheet that is 

usually attached to the document camera. 
 

2. Follow the steps in the EXACT order described on the sheet. 
 

3. To record the session: 
 

a. Click the Record link on the pop-up window that says 
Start the recording?  
 
 

b. If you close that pop-up window, click the open the Session Menu in the  
top left-hand corner of the screen.  
 
 

c. Select Start Recording. 
 

 
4. To share your slides in a way that allows students to write on slides interactively: 

 
a. Open the Collaborate Panel using the pink arrow button.   

  
 

b. Select Share Content  
 
 

c. Select Share Files  
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d. Select Add Files. (PDFs offer a 

more consistent formatting 
experience 
 

 
 
 

e. Browse to the location you saved the file. 
 
 

f. Select Open. 
 

 
g. The file will upload and will then appear in the list of Main Room Files. 

 
 

 
h. Click on the file in the list you wish 

to share with students.  The file 
name you select will have a black 
background.   

 
 
 
 
 
 
 
 
 
 

i. Select the Share Now button.   
 
 
 

j. Click on the slide or page you want to share first.   
 
 

k. It will appear in the middle of your screen for you and your students. 
 

l. Change slides or pages using the 
arrow beneath the slides.   

 
 
 

m. When you are finished sharing, select the Stop Sharing button in the top 
right-hand corner.   
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5. To share your screen (instead of a file): 
 
Note:  If you share your screen, students cannot write on the slide or application you are 
sharing with them. 
 

a. Open the Collaborate Panel using the pink arrow button.   
  
 

b. Select Share Content  
 

c. Select Share Application Screen 
 

d.  Choose what you would like to share: 
 

 
 

i. Chrome tab only shares the one tab in your Chrome browser 
ii. Window will share only the one application. 
iii. Entire Screen will share your screen so what you are seeing is what will be 

shared in Collaborate.  This is helpful if you will be switching between different 
applications during the session.   
 

e. When you choose the item to share, it will have a blue box around it. 
 

f. If you need to share the audio from your application with participants, check box next to 
the words Share Audio. 

 
i. Note:  if you forget to check the box before you share your screen you will need 

to stop sharing then reshare and check the box. 
 
Changing Camera View in Classroom: 

- On the control panel, choose Conference Controls. 
- Choose the Preset for the view you would like.  There should be one that shows the instructor 

at the podium, one for the projector, and a few of the students in the classroom. 
- Use the Zoom in and out buttons as needed. 
- Double check the view in the bottom corner of Collaborate. 
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Instructor Steps at the End of Class: 
 

1. Open the Session Menu in the top left-hand 
corner of the screen.  
 

2. Select Stop Recording session. 
 

3. Then select Leave Session.   
   

4. Log out of Blackboard. 
 

5. Close Chrome Browser. 
 

6. Log off the room computer. 
 

7. Gather your belongings and leave the classroom. 
 
 
 
 

Considerations for HyFlex Classes: 
 

• If you choose to write on the physical whiteboard in the classroom, you will need to adjust the 
camera so students can see the whiteboard and zoom in so they can read what is written on it. 
When possible, type on a blank Word document and share your screen or write on a digital 
whiteboard in Collaborate instead. 
 

• You must do anything you need students to see within the Collaborate environment so all 
students have access to it whether they are face-to-face, virtual or watching the recording.  
Examples:  PowerPoint slides, articles, pictures, student presentations, student questions, 
working problems out, writing on whiteboards, sharing a website, etc. 
 

• Make sure you share files or windows in the Collaborate room. 
 

• Make sure you share the Collaborate classroom view on the screens in the classroom. 
 

• Students sitting in the classroom will need to mute their microphone AND mute their computer 
audio so they are not hearing the instructor live and the voice again when it is coming through 
Collaborate.  It creates an echo and is very distracting. 
 

o The same situation can occur during breakout groups. 
 

o Consider asking face to face students to use headsets while in class. 
 
 

• Ask all students to keep themselves muted unless they are going to ask a question to keep the 
background noise down 
 

• Ask all students to keep their camera off unless they are in a breakout room or are contributing 
to the course conversation to help reduce the bandwidth of the session.  
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• Make sure face-to-face and virtual students are interacting with one another: 

o They can all use and see the chat Collaborate 
o Have them use emojis, raise hand, agree/disagree, polls, etc. 
o Use shared documents for group work or get to know you activities 
o Use breakout groups and add face-to-face students in with the virtual students  
o Use the whiteboard for students to submit thoughts 

 
 
How do my online students access the recording immediately? 

- Ultra Course View 
- Original Course View 

 
Note: You will need to import your Collaborate recordings into YuJa, Panopto, or another tool in order 
to caption them for your fully online students. It is an Americans with Disabilities Act requirement that 
all instructional videos have captions in online courses, including HyFlex courses. This is particularly 
important if you do not also offer pre-recorded captioned videos with lecture content in the online 
portion of your course. 

 
What do I do when I am teaching and something is not working? 

• Contact the Help Desk at 864-503-5257. 

https://www.uscupstate.edu/globalassets/facultystaff/faculty-tool-kit/keep-on-teaching/bb-tip-access-a-collaborate-recording-in-ultra-course-view.pdf
https://www.uscupstate.edu/globalassets/facultystaff/faculty-tool-kit/keep-on-teaching/bb-tip-access-a-recording-of-a-collaborate-session.pdf
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