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Your Communication Checklist: Blackboard Collaborate™
Consider creating some buzz to help increase awareness around the new Blackboard Collaborate.
Here is a checklist of communication channels to consider as you build your plan.

· Websites – Place banners and/or digital ads on key institutional websites. Blackboard has provided web tiles and digital ads you can use here.
· Wiki/Blogs – Build knowledge repositories to share information. You can link back to our Help Site or feature videos on the Blackboard YouTube channel. If you think it’s relevant, you might want to reference one or two Blackboard blogs. 
· Email – Announce the upcoming changes via email. We have email language you can tailor to meet your institutional needs to communicate to your educators.
· Post or email flyers/posters – there are 1 page Collaborate flyers you can print and hang up around school, email, or link to on your web properties.
· Face-to-face training – Schedule meetings to provide updates on the planning process and highlight some of the features you think will be most well received by your community. 

· Listservs/Twitter/Facebook – Leverage social media tools to generate awareness.  Follow @Blackboard for relevant product announcements.
Resources to Share

· Feature Showcase – this web page provides screen shots and descriptions of features in Blackboard Collaborate.

· Blackboard Help – an online repository of product documentation.


