
For help implementing any Blackboard best practices in your classes, contact 
academicinnovation@uscupstate.edu. 

Blackboard Tips: 
Flexible Face-to-Face/Online Courses 

Requirements for Remote Students 
• Computer or tablet (smartphone or even regular phone in a pinch)
• Internet connection
• Access to Blackboard and Blackboard Collaborate
• Microphone, can be integrated into laptop
• Webcam, can be integrated into laptop

Requirements for Face-to-Face Students 
• Mask
• Computer or tablet
• Internet connection in classroom
• Access to Blackboard and Blackboard Collaborate
• Microphone, can be integrated into laptop
• Webcam, can be integrated into laptop
• *** Headset will be helpful since it will pick up less background noise, especially when using

breakout groups

Technology Available in the Classrooms: 
• Desktop or laptop computer

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 the Webcam, microphone, and 
optional document camera in the classroom to enable both in-class and remote students to connect to 
the instruction through Blackboard Collaborate Ultra. 

*Headset preferred.
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• Webcam with integrated microphone

• Some classrooms have a document camera
(Check the list to see if your classroom has one:
https://bit.ly/docwebcams)

• Touch panel to control room options

Instructor Steps for Class Preparation: 
• Create virtual class session within your course in Blackboard Collaborate. Set up a “repeating”

session, so students who are having trouble can join with the same Guest Link or dial-in
number every time.

• Send welcome email to virtual students explaining how, when, and when to login to
Collaborate sessions for your course.

• Save all files you need to share in Collaborate as PDFs on your H:/ drive, OneDrive, and/or on
your portable USB drive.

https://bit.ly/docwebcams
https://bit.ly/docwebcams
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• Email a class announcement and/or post in your Blackboard course any files or links you plan
to share in class. It is both far easier and copyright-compliant to send video links to students to
watch on their own computers than it is to try to stream a video through Collaborate to remote
students. Contact the library for help setting up videos.

Instructor Steps at the Beginning of Class: 
1. Clean everything in the room you are going to touch when teaching your class.

2. Touch the control panel to start the system in the room.

3. Log in to the computer in the room.
• Choose Smart Classroom option.

4. If you will be using the document camera in the classroom as a remote-
friendly write—on whiteboard option, turn it
on now by pressing the power button. You will not be able to share it
remotely unless you turn it on before you go to Collaborate. Adjust the
zoom periodically even if you aren’t using it to keep it from falling asleep
before you need it in class.

5. Share the Computer or Laptop to screens in the room using the control panel.

6. Open the Google Chrome Browser.

7. Navigate to Blackboard:  https://blackboard.uscupstate.edu/

8. Login to Blackboard.

9. Open your course.

10. Join the Collaborate session you have previously created. Be sure to click Start
Recording under the Session Menu on the upper-left to make the session recording
available to students who are unable to join due to technology issues or illness.

11. The first time you use the room computer you will need to select your microphone and camera
options.

a. Select Allow Microphone.

b. Use microphone VDO360 Z SEE.

https://blackboard.uscupstate.edu/
https://www.uscupstate.edu/globalassets/facultystaff/faculty-tool-kit/keep-on-teaching/bb-tip-record-a-collaborate-session.pdf
https://www.uscupstate.edu/globalassets/facultystaff/faculty-tool-kit/keep-on-teaching/bb-tip-record-a-collaborate-session.pdf
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c. Perform Audio check.

d. Select Allow Camera.

e. Use camera VDO360 Z SEE.

f. Perform Camera check.

12. On subsequent class days, after logging in to Collaborate you will need to:

a. Turn on your microphone by selecting the microphone button at the bottom of
your screen.

b. Turn on camera by selecting the camera button at the bottom of your
screen.

c. Select VDO360 Z SEE.

13. To share the document camera:

a. Select Share Content button

b. Select Share Camera button

c. Select ELMO UVC Camera

d. Select Share Camera button

14. To share your slides:

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 (you can
upload files in advance)

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.
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m. When you are finished sharing, select the Stop Sharing button in the top
right hand corner.

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.

Equity and Access Considerations for Flexible Face-to-Face or Online delivery: 

• You cannot write on the physical whiteboards in the classroom because virtual students cannot
see this with the Webcam. Writing on a piece of paper under the doc cam can serve the same
purpose as the room whiteboard.

• You must do anything you need students to see within the Collaborate environment so all
students have access to it.  Examples:  PowerPoint slides, articles, pictures, student
presentations, student questions, working problems out, etc. You may need to repeat in-class
questions to ensure that the remote students can hear.

• Make sure you share the file in the Collaborate room



For help implementing any Blackboard best practices in your classes, contact 
academicinnovation@uscupstate.edu. 

• 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 and feedback down.

• If you need to reduce the bandwidth of the session, ask students to keep their camera off
unless they are in a breakout room or are asking a question. Remember that students may
have at-home distractions or interruptions (other family members) that make it embarrassing,
uncomfortable, or difficult to share their video. Avoid outing students when you invite them to
use their video. Instead, ask, “Are you having a technical issue that makes it hard for you to
show your video?” The “technical issue” might be a kitchen fire in the next room or a nursing
baby, but they won’t need to reveal this publicly to the whole class.

• 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 if

students have headphones
o Use the Blackboard Collaborate shared whiteboard for students to submit thoughts

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

• Contact the Help Desk at 864-503-5257
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