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What is Collaborate? 
Collaborate virtual classroom is a software used in the University of Edinburgh, it is used as an online 
teaching space.  

 
How do I sign in? 
When you book on to a session within the Learning and Teaching Conference you will receive an 
automatic booking email. This contains an automatic Outlook calendar invite that you can put into 
your diary, and a link that you can use to access the session. The calendar invite also contains the 
link, so once it is in your calendar you can access the link from there too. 

This link will work from 15 minutes prior to your scheduled start time. It is advised that you sign in 
using Google Chrome as this browser works best with Collaborate. 

 

How do I use it? 
The Collaborate Panel 
The Collaborate Panel can be pulled out by clicking the purple arrow at the bottom right of the 
screen: 

 

This will be how you access the chat, share and settings functions. 

 
Chat 
The chat function is the first option under the Collaborate Panel represented by a speech bubble. 

Here you will be able to chat via text with everyone in the Collaborate. 

 
Audio/Video 
If the presenters have indicated that they are happy for you to have your microphone and camera 
on in session then you will receive a prompt from Collaborate to test your audio and video 
connection when you sign in. Follow the steps on screen to ensure your microphone and camera are 
working correctly and Collaborate can see and hear you. 

If you do not receive this prompt, you can check this under Settings within the Collaborate Panel. 
There is an option for “Set up your camera and microphone” under “Session Settings”: 
 



 

Once set up, you can turn your mic and/or camera on and off using the buttons at the bottom of the 
screen: 

 

These buttons will not be visible to you if the presenters have indicated that they do not want 
participant audio and video enabled. Please use the chat function instead. 

 

How will I be able to take part? 
 

Chat 
The chat box is the primary way in which you can engage with your session. Here you can type 
comments, ask questions and communicate with others in the session.  

Camera and Microphone 

You may have the opportunity to turn on your camera and audio to have a discussion with the 
presenters or other participants. Whether your camera and microphone can be turned on is decided 
by the tutor, so this might not be the case for every session. 

Raise your Hand 

If you have a question you want to ask you can bring attention to yourself by using the “Raise Hand” 
button. This will inform the presenters that you wish to ask a question, and they will prompt you to 
either type it into the chat box or turn on your camera and microphone.  

 

Breakout Groups 
You may be asked to be split into Breakout groups during the session. This will be done for you 
automatically. Please use the opportunity to discuss with other participants.  

 

Whiteboard 
Collaborate has a built in whiteboard that can be used. If enabled, the options for using the 
Whiteboard are available across the top of the screen and include typing, shapes and pens: 

 



Can I test my settings beforehand? 
There is a test Collaborate room set up where you can go and test your settings. When you log in 
you can turn on your audio and video, as well as explore the chat and settings areas of the 
Collaborate. Please take the time to test your settings and familiarise yourself with Collaborate. 

The Test room can be accessed here: https://edin.ac/2PA6KbX  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://edin.ac/2PA6KbX


FAQs 
Who do I contact if I am having trouble with Collaborate? 

If you are signed in to the session already then please contact your moderator for support. 

If you are unable to sign in to Collaborate at all, please contact: lt.conference@ed.ac.uk   

Can I use my phone or tablet? 

You can use a phone or tablet to access Collaborate, but you may not be able to fully engage with 
the session due to limited functionality. It is advised to sign in using a laptop or PC where possible. 

Should I use a particular browser? 

It is advised to use Google Chrome as this browser experiences the least issues with Collaborate. 
Firefox and Sarafi are good alternatives if Chrome is not available. Microsoft Edge/Explorer is not 
supported. 
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