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Collaborate Overview 
 
Collaborate is a powerful on-line collaboration, training and teaching tool. In this document, 
we will look at 6 scenarios in which one possible solution is to use Collaborate. 
 
These scenarios range from creating a virtual office for meeting and consulting with 
students, to providing remote support to a user, to using small groups as part of instruction. 
Each scenario looks at the problem, the Collaborate solution, what features could be used, 
and any recommendations to make the solution work easier and more efficiently. 
 
 
Scenario 1 – Virtual Office Hours 
 
Scenario: Professor A wants to provide her students access to materials for her classes, as 
well as an opportunity to meet with her to discuss anything related to instruction or 
advising. She wants to be able to meet with students, but does not want to have to spend 
time with routine tasks such as dispensing documents when she would much rather talk 
and interact with the students. To compound her situation, she will have times when she is 
not in her physical office, yet still wants to be able to meet students. 
 
Collaborate solution: Professor A created a virtual office/meeting room for her students to 
visit. From here, she can meet with students, either collectively or individually, and at the 
same time provide them with the necessary forms and other information that they most 
commonly request. 
 
Using the camera and microphone, students can enter the virtual office and ask questions 
that Professor A can then answer directly via audio. To do this, she instructs any student 
that would like to actually speak with her to give her a “raised hand” in the participant 
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window. Professor A can then select the participant and grant her/him rights to the 
microphone. The student and Professor A can then talk in real-time. 
 
A student that does not, or cannot, wait for a live conversation can leave a note for the 
instructor in the chat window. They can make it private or public and can then leave the 
meeting. 
 
A student who may need to obtain a copy of a form, syllabus or other handout, can retrieve 
this from the file-sharing window where the instructor has loaded them. 
 
Windows/Tools to be used: camera and voice; file-sharing; chat; participant 
 
Other features: open meeting; allow participant rights to the camera and microphone 
 
Recommendations: Professor A could make this a closed meeting, and only accept 
participants in to the meeting one at a time. However, this would preclude other students 
from having free access to the file sharing window to download files, and the chat window 
for leaving a message for Professor A. 
 
The open meeting allows students free access to file sharing and chatting. Since the 
conversations between Professor A and the student should be private, Professor A can 
grant each student rights to the camera and microphone so that they can talk. At the end of 
the conversation, she removes the enhanced rights. 
 
 
 
Scenario 2 – Breakout Rooms 
 
Scenario: Professor B is instructing a class in counselor education. As part of the class for 
25 students, she wants to be able to provide them with time, during class, to meet in small 
groups to discuss a problem and then report back to the full group. Since this is a Master’s 
class, her students commute to campus twice each week. She would like to be able to 
provide them with a means for meeting prior to coming to campus, and also to allow them 
to participate in class without having to always travel to campus. Some of her students are 
currently driving up to 3 hours one way for class. 
 
Collaborate solution:  Professor B created six (6) separate meeting rooms: one for the class 
as a whole (her main instructional space), and one for each of the five groups that she 
created. For each of the breakout rooms, she created a group list and uploaded it to the 
file-sharing window. She then made the members of each break out room a moderator. 
This was done in order to allow the participants in each group to collaborate and add/edit 
content. 
 
She added a file-sharing window in each breakout room and uploaded a PowerPoint file 
that describes the problem to discuss. She also suggested that the students use a note-
taking window for the groups to collaborate on and devise a solution to the problem. They 
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can enter their solution into the note pad and then copy its content into a word processing 
document. 
 
With all of the information collected, she can then discuss each solution, or permit the 
participants of each group access to the camera and microphone to defend their solution.  
 
Windows/Tools to be used: File-sharing; notes; participant window; camera and 
microphone; chat 
 
  
Scenario 3 – “Once-in-a lifetime” Guest Lecturer 
 
Scenario: Renowned author Michael Jacobson has agreed to talk to a communications 
class of Nancy Riley’s. At the last moment, his schedule suddenly changes, and he cannot 
make the flight in from Colorado. He is still very interested in speaking to the class and 
presenting his thoughts, but he can’t physically be there, and make another appearance in 
the Far East the following day. 
 
Collaborate solution: Nancy Riley creates a meeting room for her class. The class will be 
meeting in a computer lab, using a projector to display the meeting space. 
 
With all of the students in the same lab, they can pose questions directly to Mr. Jacobson 
via a single microphone. This allows Mr. Jacobson to answer the questions to the full class 
so that everyone can hear the question and the response. 
 
Since this is a “once-in-a-lifetime” experience for both Prof. Riley and her class, she will 
record the meeting. This way, she can replay the meeting for future classes, or refer to it in 
the future for information that she wants to use in class. 
 
Windows/Tools to be used: camera and voice; chat; note pad 
 
Other features: record meeting 
 
 
Scenario 4 – While the Instructor Is Away . . .  
 
Scenario: Professor C has been selected to present a paper at an international conference 
in Argentina during the spring semester. He is a devoted teacher, and would rather not 
have to cancel class. In addition, he has no teaching assistant, and missing a class will set 
his course back. During the time that the class normally meets, he will be presenting at the 
conference, so a live session is not possible. 
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Collaborate solution: Professor C has a unique problem. He wants to hold class, yet he 
can’t do it in a live setting. He decides to mix both a recorded session and an open meeting 
room to achieve his goal. 
 
Professor C creates a meeting room for his class. Prior to leaving for the conference, he 
conducts a class that is essentially lecture based. First, he uploads a PowerPoint into the 
White Board. Next, using the recording option, he will record this meeting, even though he 
is the only person in the meeting. He uses the camera and microphone to record his 
narration of the PowerPoint as he is presenting it – just the way he would do it if he were 
teaching the material in a live setting. 
 
After he has recorded the meeting and has the recording URL, he puts the URL into the 
web links pod. Using the note pod, he includes instructions for the class on using the 
PowerPoint, downloading the handout, and answering the poll questions.  
 
In the file-sharing window, he uploads the PowerPoint that he used in the recorded session. 
Using the file-sharing window, he uploads a handout for the class to use while watching the 
recorded session. Lastly, he uses a number of polls to check student attendance by asking 
questions that are relevant to the content of the class. This way he can (to some degree) 
verify that the student attended the class at some point, and that they reviewed the content. 
 
Windows/Tools to be used: file sharing; poll; camera and microphone; web tour; note pad 
 
Other features: record meeting 
 
 
 
Scenario 5 – Panel Presentation and Discussion 
 
Scenario: As part of a summer National Science Foundation program, five noted scientists 
are visiting campus. The director of the program, Professor D, wants to convene a panel 
discussion for the students in the program. After sharing the idea with a colleague, they 
decide that it would be great if they could share the panel discussion with their science 
colleagues at the various campuses. 
 
Each of the panelists will make a brief presentation on their area of expertise or current 
interest, followed by a question and answer period. 
 
Collaborate solution:  Professor D creates a meeting space that has a file sharing window 
for uploading PowerPoint. The chat window will be a convenient way for any participant to 
ask a question of the panel, without interrupting the flow of the panel presentation. 
 
Windows/Tools to be used: camera and microphone; chat window; file sharing window 
 
Other features: record meeting 
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Scenario 6 – Synchronous Online Course 
Scenario: Professor Stein is teaching a summer math course.  This summer, family 
obligations require him to travel across the country, so Professor Stein prepares to teach 
his class via an online synchronous course. 
 
Collaborate Solution:  Professor Stein creates a meeting space for his weekly meetings.  
He prepares some exercises for the students to get to know each other and the technology 
of the whiteboard, chat room and audio/video functions for the first class meeting.   

He prepares his lesson plans ahead of time in PowerPoint so they can be uploaded into 
the virtual whiteboard.  In order to do math problems in real-time, he also uses a bamboo 
pad and stylus to write directly on the virtual whiteboard.  Students can ask questions by 
raising their hand and the professor can give audio privileges to the student.  They can also 
type in questions via the chat window.  

Each class meeting could be recorded and posted in Blackboard for review later by 
students. 

  
Windows/Tools to be used: camera and microphone; bamboo pad & stylus; whiteboard, 
chat window; audio/video functions, file sharing for handouts 
 
Other features: record meeting 
 
Recommendations:  The registrar will list the course as online with a required meeting time 
already selected, so students will know the expectation.  It should also be noted that 
students need access to a modern computer, high-speed Internet and a headset.  

In addition to the synchronous meeting times, it is recommended that Professor Stein 
place all course documents (i.e., syllabus, homework assignments, lecture notes) to his 
Blackboard course. 
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