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How to create a session (1)
Navigate to the tool
To set up a session for student assessment, start by logging into Blackboard and navigating to the module in question. 
In the control panel on the left-hand side, select ‘Course Tools’ and click on the link to ‘Collaborate Assessments’. 
[bookmark: Creating]Here, you will see if any sessions have already been created, or as in this case, the space is empty. 
Creating a Session
Click on ‘Create Session’. This will bring a list of the students enrolled on the module. 
Typically, you would see 25 students on each page, and if you have a large module you can select the ‘Show All’ button for a full list. If you need to search for a student, use either first or surname for best results. If you are using Blackboard Groups it also works by searching on a group name. 
All sessions must have at least one student selected to be created. 
Select the student or students that the session is for and click on ‘Create Session’. 
This brings up a settings panel on the right-hand side. 
Start by entering a session name, and keep in mind that all sessions need to have unique names. 
The series field is useful if you would like to filter a large number of sessions, for example on a module with multiple Collaborate assessments, you may wish to add ‘Assessment 1’ or ‘Assessment 2’ in this field. 
Amend the start date and time as required and do the same with the end date. 
Go through the various settings and tick or untick any settings as required. The default is that students are not permitted to download the recording, but you can change this if required. Also, it is worth noting that the default setting is that the student or students are able to view the recording, and depending on your requirement, you may need to tick the ‘Hide Recording’ option. 
Finally, amend the ‘Early Entry’ time as required and click ‘Save’. 
This takes you back to the Sessions page, and you should see your session has been set up. 
[bookmark: _GoBack]Most sessions are created in advance and will therefore be listed with their start and end time. If I were to create a session that is open now, you will see that the session in progress is clearly marked with a green button. 
If you needed to amend a session, you click on the drop-down menu and find edit in the options. For further details, please see the ‘How to edit a session’ recording. 
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