How to update your virtual office when it has expired.


Log in to:  http://www.blackboard.com/Platforms/Collaborate/Overview.aspx
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 with your username/password.  Username and password usually is your first initial and last name.  If you are unable to log in with first initial and last name, please submit a help ticket.
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User Login
Please log in by specifying your Username and Password
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Lost your password?

Login > | """




Select the Utlities tab on top
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Choose Session Management - Meetings
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Click on Accept-Green Check Mark
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Choose the Virtual Office you want to update/extend >>>click on the button to the left of it’s name.  

Choose Edit>>>>and then you will be able to edit the information on the right side of the screen.
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Change the start date to today ( make sure it’s Eastern time)

Change the end date to a year from now (Eastern time)>>>>>Save, then Logout
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Then select Save
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