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Collaborate Session “View Reports” – Blackboard Collaborate 

Ultra Tutorial 

This tutorial is designed for faculty who have previous experience using D2L, and who have had some 

experience with Blackboard Collaborate Ultra (e.g., attended an information session or a hands-on 

session).  For further information, please contact elearning@camosun.ca for assistance.  

Scenario 

This tutorial will cover the View Reports area for a Collaborate Session. 

Steps  

1. Click the Collaborate link on your Navbar to open your Collaborate room.  Make sure you have 

created a session (see the tutorial Creating a Collaborate Session for more information). 

2. Click on the Session Options (the three little tiny dots) to the right of your Session title. 
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3. Click View Reports 

 

4. The main Reports area shows session Start times, End times, Attendee numbers, Durations, Polls 
(can be downloaded) and Attendance (can be viewed).  Note that the data is for every time the 
session is joined. 
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5. To download Poll results, click on the Download poll results button for the specific session (you may 
have only one). 
 

 

6. Poll results will be created as a CSV file you can then open in Excel.  Save the file to your device and 
open it there. 
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7. To view Attendance for your session, click the View report link next to the specific session (you may 
only have one). 
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8. You will see a complete list of everyone who attended your session, along with Role and Attendee 
type, when they joined, when they left, and the total time they were in the session, as well as how 

many time they joined (if they left and came back in, for example if they had technical trouble).   
 
You can also Export Report either as a page you can print off, or as a CSV file you can download to 
your device.   If you have multiple pages of participants, use the page options at the bottom to view 
more. 
 

 
 

Things to Remember 

See the tutorial Polling in Collaborate for information on how to run polls in your Collaborate sessions. 
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