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Blackboard Collaborate Session Attendance Reports 

Session Reports summarize participant attendance, tracking exactly when people join or leave and 

providing their average time spent in the session. 

 

 

 

 

To get started, on the side of your Course 

Content page, click on the three horizontal 

dots next to Class Collaborate within the 

Details & Actions menu.  

Then click on View room report. 

 

 
 

 

 

 

The Session page will then open.  

On the top-right, click on the three horizontal 

dots to open a new menu to select View 

reports. 

 

 
You should now see the Session Reports screen with a listing of each of your sessions as shown below. 

To view the Course Room Report (attendance) for a particular session, click on the View Report link 

corresponding to that session. 
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You should now see the Attendance Report as shown below. The particular session you selected will 

display the name of each attendant, the exact time they joined and exited the session, and the total 

time they spent in the session. You can now either save the report by clicking on the Printable link or 

exit the report by clicking on the "X" in the upper-left corner of the screen. 

 
 

 

 

 

 

 

 

 


