Microsoft Teams

— Breakout Rooms -
Prepared by: Gisele Hanna

Ms Teams added a new feature for Breakout Rooms where separate meetings and group work

can take place without having to leave the main call and go to other private channels.

When you start your meeting, in the meeting control bar, click the icon to start initiating

your breakout rooms.

On the right Panel:
1. Select the number of rooms you wish to create
2. Select “Automatically” if you wish to randomly assign the meeting participants to the
created rooms
Select “Manually” to manually assign the meeting participants in the created rooms

3. Click “Create Rooms”
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When rooms are created:
1. Click “Assign Participants”
2. Select the participants you wish to group together
3. Click “Assign”
4. Select the room number you wish to assign them to
5

. Repeat steps 2-4 until all participants are assigned to rooms
You may click “Add Room?” to create additional rooms if needed.
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When all participants are assigned to their rooms, click “Start Rooms” and participants will be

automatically taken to their breakout rooms to meet separately.
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Inside each Breakout Room:

e you have the option to click “Return” to return to the main call and join another room

“Return” will put you On Hold in that specific room

e All meeting options are available including the room meeting chats




To close the Breakout Rooms, return to the main call and click “Close Rooms™.

This will automatically end separate meetings and return all participants to the main call.
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At any time, you may click on the Breakout Room icon and recreate the same rooms or

add additional new rooms.
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