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Breakout Rooms

Getting Started with Breakout Rooms

Pre-Assigning Breakout Rooms (Please note: Students/Participants will need their own Zoom
account [free or licensed] and they will need to be signed into their Zoom account when joining
the meeting)

Participating in Breakout Rooms

Create and Start Breakout Rooms During your Zoom Meeting

Begin by clicking the Breakout Rooms button on your Zoom Menu Bar:

Breakout Rooms

Please note that your breakout rooms may also be located under the button

A pop-up window will appear

) Create Breakout Rooms X

Create breakout rooms

© Assign automatically
Assign manually

Let participants choose room

Select the number of rooms you would like to create, and how you would like to assign your
participants to those rooms:

¢ Automatically: Let Zoom split your participants up evenly into each of the rooms.

¢ Manually: Choose which participants you would like in each room.

¢ Let participants choose room: Allows for your participants to choose which breakout
room they want to join (Zoom 5.3 Update [Sept 21])


https://support.zoom.us/hc/en-us/articles/206476313-Managing-breakout-rooms
https://support.zoom.us/hc/en-us/articles/360032752671-Pre-assigning-participants-to-breakout-rooms
https://support.zoom.us/hc/en-us/articles/115005769646-Participating-in-breakout-rooms

Next click “Create”

e Created rooms will appear along with a list of participants in each room, if you selected
automatically. If you selected manually you can assign each participant to a breakout
room by clicking “Assign” on the corresponding room. Selecting let participants choose
room will create the rooms, but participants will not be able to select a room until you
“Open All Rooms”

) Breakout Rooms - Not Started X
2 Ereakout Rooms - Not Started *
+ Breakout Room 1 1
+ Room 1 Assign
Test 1
+ Room 2 Assign
+ Breakout Room 2 1
+ Room 3 Assign
Test 2
+ Room 4 Assign
+ Room 5 Assign

Recreate ~ Options ~ | Add a Room | e ILES0E Options | Recreate || AddaRoom | [eEELWAINEETHE

e Rename or delete a Breakout Room by hovering your mouse over the grey bar

o

+ Breakout Room 1 # Rename ¥ Delete 1
Test 1
+ Breakout Room 2 1

Test 2



e Move a participant to another room or exchange participants by hovering your mouse
over the participants name. You can also move participants after starting Breakout

Rooms.
) Breakout Rooms - Mot Started >
* Breakout Room 1 1
Test 1 =+ Moveto 2 Exchange
~ Breakout Room 2 1
Test 2

e Adding another Breakout Room and assign participants to the new Breakout Room

) Breakout Rooms - Not Started =
= Breakout Room 1 1
Test 1
+ Breakout Room 2 1
Test 2
* Breakout Room 3 Assign

Recreate Options ~ | Add a Room B Open All Rooms



Breakout Room Options

(Please note, this needs to be selected before “Opening All Rooms”)

Allow participants to choose room
Allow participants to return to the main session at any time

Automatically move all assigned participants into breakout rooms

Breakout rooms close automatically after: 30 minutes

Countdown after closing breakout room

Set countdown timer: | 60 v | seconds

Options Recreate Add a Room Open All Rooms

¢ Allow participants to choose room: Checking this option will allow participants to select
which breakout room they would like to join, and allow them to move freely between
rooms.

¢ Allow participants to return to the main session at any time: If this option is checked,
the participants can move back to the main session from their meeting controls. If this is
disabled, they need to wait for the host to end the breakout rooms.

o Automatically move all assigned participants into breakout rooms: Checking this option
will move all participants into the breakout rooms automatically. If this option is
unchecked, the participants will need to click Join to be added to the breakout room.

o Breakout rooms close automatically after x minutes: If this option is checked, the
breakout rooms will automatically end after the configured time.

o Notify me when the time is up: If this option is checked, the host will be notified when
the breakout room time is up.

e Countdown after closing breakout rooms: If this option is checked, the participants will
be given a countdown of how much time they have left before being returned to the
main room.



To Start Breakout Rooms, click “Open All Rooms”

) Breakout Rooms - Not Started s ) Breakout Rooms - Mot Started b
+ Breakout Room 1 1 * Room 1 Assign
Test 1 ~ Room 2 Assign

+ Breakout Room 2 1 = Room 3 Assign
Test 2 + Room 4 Assign

» Room 5 Assign

Recreate Options v | Add a Room | Il N: e Options | Recreate || AddaRoom | @elSERRNINELTH

Please note: If “Let participants choose room” was selected when creating the breakout
rooms, participants will not be able to select a room until you “Open All Rooms”.

Breakout Rooms

Once the breakout rooms are open, participants can click the button on their

Zoom menu bars to select which room they would like to join.



Joining a Breakout Room and Managing Breakout Rooms

As the Host you can join Breakout Rooms that are in session. If you do not see the breakout
rooms pop-up, you can click on the Breakout Rooms button on your Zoom menu bar again.

To join, click “Join” on the corresponding room that you would like to join.

(]
+ Breakout Room 1 Jain
Test 1
+ Breakout Room 2 Jain
Test 2
+ Breakout Room 3 Jain

Broadcast a message to all ~ Close All Rooms

When you would like to leave a breakout room, click “Leave” on the bottom right of the Zoom menu bar
and select “Leave Breakout Room” to return to the main room.

Leave Meeting

Leave Breakout Room

Cancel

e If you have not set Breakout Rooms to close after a certain number of minutes in the options,
you can close the Breakout rooms and return all participants back to the main room by clicking
“Close All Rooms”.

Broadcast a message to all Close All Rooms



Participants will receive the below pop-up on their screens with a countdown to when the rooms will
close.

) Breakout Rooms =4

Breakout Rooms will close in 57 seconds

You will be returned to the main session automatically.

Leave Breakout Room

e You can also send a message to all the breakout rooms using the “Broadcast Message to all”
(Only text)

Type your message here

8 —

| Broadcast a message to all v | Close All Rooms

e After closing the Breakout rooms, you can reopen the rooms by clicking “Open All Rooms” again,
or click “Recreate” to create new rooms during your Zoom meeting. Recreating the rooms will
be used if you would like set up new rooms with new participants in each room.

° Breakout Rooms - Mot Started X

. ~ Room 1 Assign

Create breakout room

Assign automatically
QO 4ssign manually

Let participants choose room

Options | Recreate || AddaRoom | QEelEUWAIREETIE




Sharing Your Screen with Breakout Rooms

When sharing screen in the main session, the host or co-host can now share their screen to all
active Breakout Rooms. Any active sharing in the breakout sessions is interrupted and any
annotation or whiteboarding prompts the sharer to save them before viewing the shared
screen from the host.

From the main room, click the Share Screen Button

In the screen share window, select the source that you would like to share and make sure that
“Share to Breakout Rooms” is checked off at the bottom. Then click the blue “Share” button on
the bottom right.

) Select a window or an application that you want to share

Basic Advanced Files

y 4 el

Screen 1 Screen 2 Whiteboard iPhone/iPad

. Share to breakout rooms (31 m



Next, click the blue share button again to acknowledge the notes below and share your screen.

) Zoom Meeting >

A Share Screen to All Breakout Rooms
+ Your screen will be shared in the main session and in all
breakout rooms

« Your video and audio will not be shared with Breakout

Rooms
- Screens that others are sharing in the reoms will be

stopped 0

(] Don't show this again

PLEASE NOTE: Host and participants must be on version 5.7.0 or higher to utilize and see this
feature.

How Participants Self Select Breakout Rooms

PLEASE NOTE: Host of the meeting and participants will all need to have updated their Zoom
application to at least version 5.3

First you will need to open all rooms

[ Breakout Rooms - Not Started x
v Room 1 Assign
+ Room 2 Assign
+ Room 3 Assign
~ Room 4 Assign
~ Room 5 Assign

Options | Recreate || Add a Room | eILEEVRLLTHH




Once the rooms are open, your participants will see the Breakout Rooms Icon on the bottom of
their screen

Join a breakout room

]

Breakout Rooms Reactions

They will click the Breakout Rooms Icon and see the list of created Breakout Rooms.
Participants can click “Join” next to the room that they would like to be in.

k' Breakout Rooms - In Progress e
+ Room 1 Jain
+ Room 2 Jain
+ Room 3 Join
+ Room 4 Join
+ Room 5 Jain

Once in the breakout room, participants will be able to move to another Breakout Room or Ask
for Help in the room by clicking the Breakout Room Icon again

Choose Breakout Room

Ask for Help

o9 ] an g
- an e

Participants Sha een ! Breakout Rooms  Reactions

Leave Room

ke Breakout Rooms - In Progress e
* Room 4
Student 1
* Room 1 Jgin
+ Room 2 Join
+ Room 3 Join

4

Room 5 Join



Participant Zoom Menu Bar in Breakout Rooms

Leave Room

Participants have the following Menu Bar options while in the breakout rooms:

Microphone: Mute/unmute your audio (a red slash through the icon indicates that you are
muted). You can also select your audio input (microphone), audio output (speakers), and access
your audio settings by clicking the up arrow next to the microphone icon.

Camera: Start/stop your video (a red slash through the icon indicates that your video is off).
You can also select your video input (web cam/built in webcam), access your video settings, or
turn on your virtual background (if your computer is capable) by clicking the up arrow next to
the video camera icon. To check if your computer/device is able to support a virtual
background click here.

Participants: View a list of participants in the meeting. This is also where you can "raise your
hand" to ask a question or answer a question, or answer yes or no to a question, ect.

¢ © 0 o o ©

Raise Hand yes no go slower go faster more

|nvite Mute Me Claim Host

Chat: Send a message to one person or to all participants or ask a question (if enabled by your
professor)

T Everyone w ¢ (™ File

Type message here..

Screen Share: This will need to be allowed by the host of the meeting. Select a specific
application to share (e.g., Microsoft Word), your whole desktop, whiteboard, or directly from
your iPhone or iPad. Click here to learn more about how to share your screen during a meeting.

Record: If you have been granted permission by the host of the meeting, you will be able to
begin recording here.

Ask for Help: Participants can click Ask for Help, it will notify the meeting host that they need
assistance and they will be asked to join your breakout room.


https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://support.zoom.us/hc/en-us/articles/201362153-How-Do-I-Share-My-Screen-

) Ask for Help b e

You can invite the host to this Breakout Room for assistance.

When a participant asks for help, you as the host will see this message appear:

) Ask for Help *

Test 1in Breakout Room 1 asked for help.

Join Breakout Room § Later |

Reactions: Applaud or give a thumbs up to your professor, the presenter, or your
classmates.

Leave: Leave the Breakout Room or the Zoom meeting.

Leave Meeting

Leave Breakout Room

Cancel






