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Adding Collaborate Links to Weekly Content Folders or Learning Modules 
 

 

 
When Collaborate is used to host class online sessions, you may want to set up a single session 
or a weekly session for your students. Each session creates a Guest Link that can be placed in 
the Course Content. You will select the ellipsis on the right of the Class Collaborate title. 
 

 

 
Select Manage all sessions from the drop-down menu. 
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At this step, you can create a session or open a previously created session. Click Create Session 
to begin a new single or multi-week session. 

 

 

 
You will now enter the session title, select guest access, enter your beginning and end times, 
and determine whether this will be a repeating session. Select the day of the session and how 
many times this will repeat if this is your choice. You must select Create for the guest link to 
appear.  
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Once the link appears in the Guest link area, click on the icon on the right to copy the URL.  

 

 

 
If this is a repeat session, you will see all the dates and times appear under the initial session 
title. 
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Adding the Copied Link 
 

 

 
Now that the Guest link is copied, you will click on the + sign at the location where you would 
like to add the Collaborate link. Select Create.  

 

 

 
When the Create Item panel opens on the right, select Link. 
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You will now add the link title, select the Web Link option, choose the link visibility, paste the 
Guest link, and any description that is relevant to the video link. Click Save to finalize. 

 

 

 
The link is placed in the location created and can be moved to any created folder or learning 
module.  

 
 
 
 


