
 
 

How to Create a Video Welcome Message 
 
Once you are inside of a course, click on the Collaborate Ultra link to take to you the 
Blackboard Collaborate home page. 

 
 

Click on the Course Room. 

 
 

On the right hand side, you will receive a message about the Course Room. Click Join Course 
Room. 

 
 

PLEASE NOTE: Prior to entering your room, you must scroll down to session settings 
and check the box to confirm that recordings can be downloaded. If you do not check 
this box, then you cannot download your recording at a later time. 
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Once in your empty session, please click the microphone button and camera button to ensure 
they are on and working. When your microphone and camera are on, you will see them 
highlighted in green. If they are off, they will be red and have a line through them to 
indicate that they are off. 

 
 

Another way to confirm that your video is on and working is to check the bottom left hand 
corner of your screen. A small video preview box will be on and showing you your face. 

 
 

Next, once you have your camera and microphone on, click the oval with three lines in the 
upper lefthand corner. This will open your session menu. 

 
 

The session menu will provide you with many options. For recording a video, please click the 
Start Recording button. Once this button is clicked your session will begin recording 
automatically. The session menu will automatically update and have a camera icon with a red 
dot. 
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At this point in the process, the small video preview should become your entire screen. 

 
 

Once you have finished recording your video message, click on the Session Menu. This is the 
oval in the upper lefthand corner of your screen. Then, click Stop Recording. 
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Within a second Blackboard will process your request and you will receive a message on the 
right hand side of your video feed that recording has stopped 

 
 

If you are pleased with your recording, then you can exit the course room by clicking on the 
session menu and selecting Leave Session in the bottom left hand corner. 

 
 

Blackboard will then instruct you to close the window. 

 
 

To view your recording (as well as any other recordings), please return to your course page. 
From there, you will navigate to Collaborate Ultra in the left hand column. 

 
**Note: Depending on the size of your videos, it may take a few minutes or a few hours 
for the recording to appear in your recordings folder. 

 
Click on Collaborate Ultra. From there, you will click the three lines on the left hand 
side of your screen. 
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Next, click on recordings. 

 
 

Your screen will reload and show you all your recordings. 
 

 
 

Locate the session name/recording name that you would like to download. Then, on the right 
hand side, click on the three dots to populate the drop down menu. 
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Click on download to download the file to your computer. Once the file downloads (speed of 
download will depend on your file size and internet connection), it will be available in your 
downloads folder as an mp4 file format. 

 
To upload this file to YouTube, go to: https://www.youtube.com 
Note: You must have your own gmail account to complete the following steps. If you need 
to create a YouTube account, the following CTL tutorial will walk you through the steps to 
create an account: 
https://www.govst.edu/caes/faculty-resources/faculty-tutorials/youtube/ 
 

Then, click the circle (either your initial or profile picture) in the upper right hand corner. 

 
 

From there, you will click the YouTube Studio button. 

 
 

Once the page loads, you will locate the Upload Videos button and click on it. 
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You can either drag the file into YouTube or search for it using the Browse button. 

 
 

After the video is uploaded, YouTube will walk your through the next three steps. The first 
step is to give your video a name and description. Below the preview of your video, there is a 
sharable link. It is important to copy this link for use on Blackboard. Once you are done with 
this step, click the next button in the bottom right hand corner. 
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The second step on YouTube is to add any visual elements to your recording. For your 
welcome message, you will not need to add anything. 

 
 

Once you have completed this step, click the next button. 
 
The final step on YouTube is to set the visibility of your video. Since you are sharing a link to 
Blackboard, Unlisted or Public are the two recommended options. Again, the link to your 
YouTube video is displayed below the video preview. 

 
 

When you are done, click the save button. Your video is now published on YouTube.  
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To insert this video back into Blackboard, return to your course page. Once you are inside of a 
course, click on the Announcements link to take to you the announcements home page. 
 
From the Announcements home page, you will click create the Create Announcement 
button on the left hand side. 

 
 

Next, you will be taken to a screen where you will compose your message to students. Fill out 
the information. To include the link to your video, you will need to click the chain link button. 
Note: you many need to click the down arrows to the right to expand your menu ribbon. 

 
 
Once expanded, you will type you will highlight the section you would like to hyperlink and 
click the chain link. 
Note: the chain link will be grayed out unless text is highlighted. 
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After clicking the button, you will be taken to a screen to enter your link and all corresponding 
information. 

 
 
Helpful Tips: 

●​ URL can be pasted from what was copied from YouTube. 
●​ Title should be something that is meaningful. 
●​ The best Open link in… is New Window so students receive a new tab and 

Blackboard does not close. 

 
Then, click Save. If your link has been properly created, it will be highlighted in blue. 
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At this point, it is best to proof read your post and ensure the video works by clicking on the 
link. Once you are happy with your video message, click the submit button in the bottom right 
hand corner. 
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