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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? 
You will be required to book on to your own session, and when you do so you will receive a calendar 
invite with your session details and the Collaborate link. 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. 

On the day you  should sign in as soon as possible so that you can make sure that everything is 
working ok and to take the time to familiarise yourself with Collaborate.  

When you sign in you will be asked to provide your name. Please ensure you use your full name so 
that your moderator can identify you and make sure you receive the presenter rights.  
 

 

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. 

Audio/Video 
When you first sign in to Collaborate it will prompt you to test your audio and video connection. 
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: 

 

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

You will have two chats available to you when you sign in, Everyone and Moderators: 

 

The Everyone chat will allow you to see what participants are typing and communicate with 
everyone in the session in one place. The Moderators chat is specifically for Presenters and 
Moderators and is private. This is where you can communicate with your team members privately.  

Presenting 
Your slides will be uploaded by your moderator and will be available to you as soon as you sign in to 
the session.  

You have control of the slides and have to the press the left or right arrows underneath the screen to 
move them: 



 

If your session has multiple presenters then your moderators will switch your slides before you 
begin. Please note that all presenters have control over the slides, so if you are not presenting please 
do not touch the arrows. 

 

 

 

What features does it have? 
 
Breakout Groups 
You can split the participants into multiple breakout rooms for discussion. You can choose how many 
rooms to break into, however the allocation of participants will be random. As a presenter you can 
freely move between these groups under the Participants tab. 

If you are not comfortable with setting up your own breakout groups then your moderator will be 
there in session to help. Please let them know that you would like to use breakout groups when you 
join the session, or let the Conference team know beforehand and they can inform the moderator. 

 
Polls 
You can use polls to ask participants a question. These can be Yes or No polls, or Multiple Choice 
with custom answers. If you would like to use a poll it is useful to have the poll question and answers 
you want included ready beforehand. Only one question can be asked at a time and these cannot be 
set up in advance so you or your moderator will need to have them to hand to copy and paste into 
Collaborate. 

 
Whiteboard 
Collaborate has a built in whiteboard that can be used at any time. You can use this over your slides, 
or set up a blank whiteboard to draw on.  

The options for using the Whiteboard are available across the top of the screen and include typing, 
shapes and pens: 

 

Participants are able to use these but only if the option is turned on. If you would like participants to 
be able to use the Whiteboard during your session please be sure to let your moderator know. 

 

mailto:lt.conference@ed.ac.uk


  



How should I prepare for my Collaborate? 
To prepare for your session you should consider a number of things: 

 

Slides 

Please prepare your slides in advance and send them to: lt.conference@ed.ac.uk   

Please ensure that your slides follow our filename format:   
lead presenter’s firstname_lastname.pdf/ppt (e.g. Joe_Bloggs.pdf) 

If you have more than one presentation to be used please include the first two words of your 
presentation title: 
lead presenter’s firstname_lastname_two_words.pdf/ppt (e.g. Joe_Bloggs_Learning_Teaching.pdf) 

It is advised to save these as a PDF document as uploading PowerPoints to Collaborate can 
sometimes cause formatting issues with some images and fonts and may display differently than 
planned. 

 

How you want Participants to engage 

Please consider if and how you would like your participants to engage with you. Are you happy with 
them using the chat function, or would you prefer them to use audio and video?  

Let your moderator know in advance as audio and video for participants can be turned on and off. 

 

What features you wish to use 

Your moderator will be able to support you with the use of Breakout Groups, Polls or the 
Whiteboard, but these work much better if planned in advance. Please consider what you would like 
to use and discuss these with your moderator. 

 

Test your settings 

We have 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. Taking the time to test your settings and familiarise yourself with Collaborate will make 
things much easier on the day. 

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

 

Live Support  

If you would prefer to get some live experience in Collaborate then we can arrange short one to one 
sessions that will allow you to experiment with features with the support of a moderator. 

If you would like to arrange a quick walkthrough please contact us: lt.conference@ed.ac.uk   
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Will I get help on the day? 
Yes! For your session you will be provided with a moderator who has experience of Collaborate and 
can help you set up the session. 

They will be able to help you set up slides, provide technical support for participants and create 
breakout groups and polls. The more information you can provide about your session in advance the 
more help your moderator will be able to provide. 

If you know what features you would like to use please get in touch: lt.conference@ed.ac.uk   

 

 

  

mailto:lt.conference@ed.ac.uk


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? 

No, it is advised to access Collaborate via a laptop or PC.  

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. 

How should I format my slides? 

It is advised to convert your slides to a PDF format. This is because a PDF stores all of the formatting 
when uploading to Collaborate, whilst a Powerpoint document doesn’t and can result in some 
font/image placements being changed. 

Please note that animations and videos within the Powerpoint do not work in Collaborate.  

When saving your files please be sure to use our naming format:  
lead presenter’s firstname_lastname.pdf/ppt (e.g. Joe_Bloggs.pdf) 

If you have more than one presentation to be used please include the first two words of your 
presentation title: 
lead presenter’s firstname_lastname_two_words.pdf/ppt (e.g. Joe_Bloggs_Learning_Teaching.pdf) 
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