Using MS Teams
Breakout Rooms




Why use Breakout Rooms?

» Use breakout rooms to break students into small
groups during class meetings. You can open and close
rooms more than once during a session or move
participants between rooms.

* Only meeting organizers can create and manage
Breakout Rooms

« Cannot do Breakout Rooms ahead of the start of the
meeting
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1. Select Calendar -> New meeting or Meet Now 54 Meet now

2. Add students from your class as attendees

New meeting Details Scheduling Assistant

Time zone: (UTC-05:00) Eastern Time (US & Canada) v

V4 Add title

< Add required attendees /
Dec 17, 2020 400 PM v Dec 17, 2020

) Does not repeat v

3. Join your meeting at its scheduled time and wait for your students to join. Your meeting
will open in its own window. When all of your student have joined, click on the square up

In the top corner:
s @ 6@

Breakout rooms
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4. Choose how many rooms you'd like to create, and whether you would like to Manually

assign students to a particular room, or have MS Teams Automatically choose. Then go
ahead and click “Create Rooms”

Create Breakout Rooms (Preview)

Room settings

How many rooms do you need?

Participants

How would you like to assign participants

Automatically
Assign 0 people into 3 rooms (0 participants per room)

Manually
Add participants individually to Breakout Rooms.

Create Rooms
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Breakout rooms

‘ + | Assign participants
_—* ) Jones, Davina, Edmond, JoAnn, Fortson, ...

Select all Assign

Edmond, JoAnn

O

Jones, Davina

(] Fortson, Matthew
Logan, Cameron

Manage rooms Add room

i ) CLOSED
_——J This room is empty

. . CLOSED
_—— J This room is empty

Breakout rooms

‘ + | Assign participants
—*J Fortson, Matthew, Logan, Cameron

Select all Assign

Fortson, Matthew

Logan, Cameron @

Manage rooms Add room Start rooms

‘— | Room 1 (0)

—= ) This room is empty

CLOSED

/| Room 2 (2)

(m) . CLOSED
_—— ) Jones, Davina, Edmond, JoAnn

Breakout rooms

" &= ‘ Assign participants
™) Fortson, Matthew, Logan, Cameron

Select all Assign
Fortson, Matthew
Logan, Cameron o

This person is using a device or app
version that doesn't support
breakout rooms.

Manage r

' , CLOSED
—— ) This room is empty

/| Room 2 (2)

0 _ CLOSED
L= Jones, Davina, Edmond, JoAnn

5. If you choose Automatically, participants will be randomly assigned to different breakout rooms. If you
chose Manually, you would click under Assign participants. From there, you can hover over a student’s
name until check-boxes appear. Choose students by clicking on the check boxes.

6. Select More Options (the 3 dots) and choose a room from the list that you would like all of those
students to be in. Repeat until all students have been assigned. (you can see who is in each room by

clicking on the arrow next to the room’s name).

the person you are adding is not using a supported version***

&) AUGUSTA UNIVERSITY

*** Please note figure C, an error message will appear if




ngrg%{/ng%’cﬁﬁgal\rﬂnoeré’our 8. To start rooms individually: Select More Options (the 3 dots) next to

Option’s (the 3 dots) the room, then click Open room.

next to the room, and fill To start rooms all at once: Select Open rooms.

In the new name. * The status bar next to each room will change to OPEN when they have
successfully opened. ** students will be given a 10 second warning that

they are being sent to their respective rooms **

Breakout rooms

[@n | Assign participants
‘E Logan, Cameron Breakout rooms

Select all Breakout rooms

Logan, Cameron @)

Manage rooms Add room Start rooms ‘ Eﬁ Assign participants
® )] All participants are assigned

‘E‘ Group 1 Athens Room (1) CLOSED ‘ E'.} ASSIgn participants

Fortson, Matthew

Manage rooms Add room Start rooms " J All participants are assigned

(| Group 2- Aut
‘E Jones, Davina, | PR
Open room , ‘ 0] Group 1 Athens Room (2) Manage rooms Add room Start rooms

) Fortson, Matthew, Logan, Camer...
Rename room

| Group 2- Aug "— | Group 1 Athens Room (2)

6] e © OPEN
‘\ ) Jones, Davina, | |—‘| ) Fortson, Matthew, Logan, Came...

Delete room Open room

| Group 2- Augusta Ladies (2)

Rename room c
_—— ) Jones, Davina, Edmond, JoAnn

Rename "Group 1 Athens Room” Delete room

Group 1 Athens Room|
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Joining a breakout room (As the organizer):
Select More Options (three dots) next to the room and click on Join Room.

-A popout window appears with you in the room. Select Return when you want to
head back to the main meeting.

Breakout rooms

‘ ++ | Assign participants
“J Al participants are assigned

Manage rooms Join room

‘a‘ Group 1 Athe

Fortson, Matth:

Rename room
Select all

Close room
Fortson, Matthe

Logan, Camero

| Group 2- Augusta Ladies (2)

) Jones, Davina, Edmond, JoAnn
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Send an announcement to breakout rooms (As the organizer):

Select More Options (three dots) next to the words Breakout Rooms and click on Make an
announcement. Type the announcement, and hit send. The announcement will show up in
the chat of the breakout room.

We've sent your announcement to all rooms.

Breakout rooms X

Make an announcement
Meeting chat

‘ ++ | Assign pe

* ) All particip:
Hemmerle, Amy renamed the
meeting to Room 1.

Manage rooms Add room Close rooms Hemmerle, Amy renamed the

meeting to Group 1 Athens
Room.

‘| Group 1 Athens Room (2) :
‘. m ‘ - +  Fortson, Matthew and Logan,

Fortson, Matthew, Logan, Came... = Cameron joined the meeting.

9:56 AM Meeting started
Select all

. 9:59 '
Fortson, Matthew In meeting 9:59 AM b2

Logan, Cameron In meeting Here is my announcement to a

breakout room! You have 20

| Group 2- Augusta Ladies (2) opEn minutes left to discuss your

_—= ) Jones, Davina, Edmond, JoAnn assignment....
Select all

Jones, Davina In meeting

Edmond, JoAnn In meeting

AUGUSTA UNIVERSITY




To return to the main meeting (As the organizer):

Click on Return button upper right corner.

Group 1 Athens Room

Return

Return to main meeting
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Editing Settings :

Breakout rooms

Tl Recreate rooms

o Assig

All par

Rooms settings

To edit settings, select More Options (three dots) and then Rooms Settings

By Default, breakout rooms will be structured to move students automatically into
breakout rooms. By setting the Automatically move people into opened rooms to
OFF, the students will receive a message asking them to join the breakout room.
They will need to select Join Room before they will be moved.

Allow students to return to main meeting, by default, will be turned off. To turn it
on, switch the toggle next to the Participants can return to the main meeting to ON.
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