USING ZOOM

SCHEDULE AND HOST A MEETING WITH BREAKOUT ROOMS
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Creating Breakout Rooms

Schedule a Zoom Meeting

Breakout Rooms allow Zoom users to
easily place meeting attendees into submeetings for group discussion, activities,
projects and more. To get started, log in at
https://zoom.us and go to My Account >
Settings > In Meeting (Advanced) to
make sure Breakout Rooms are enabled.

Scheduling a meeting on the Zoom website
is a quick and easy process. After logging in,
select My Meetings, then Schedule a Meeting.

When you host a meeting, the Breakout
Rooms button will be visible at the bottom of
the Zoom panel (below). If you are sharing
your screen, the button is under the More
menu.

You will have the option to configure several
meeting settings within the Schedule a
Meeting window, including the meeting
topic,
date/time,
duration,
host and
participant video/audio settings, and much
more.

Click the Breakout Rooms button to start using
breakout rooms. The Breakout Rooms
window will display the number of eligible
participants, how many rooms you wish to
create, and allow you to automatically or
manually assign participants to each room.
Click the Create Breakout Rooms button to
proceed.

After selecting the Schedule button, you’ll
be able to invite others by Google, Outlook,
or Yahoo Calendar. You can also copy the
invitation which will allow you to copy and
paste the invitation to others manually (below).
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Once the breakout rooms have been
created, the participants will remain in the
main meeting until you assign them to a
specific room and open the rooms. You can
hover your mouse cursor over each room to
rename the room or delete the room.

When you’re ready to open the breakout
rooms, click the Open All Rooms button. This
will automatically move your participants into
their assigned breakout rooms.

The Breakout Rooms window will indicate
when
participants
have
successfully
connected when their grey dot turns green.
Click
the
Assign
button
to
assign
participants to a breakout room. Check their
names and click Assign again to confirm. Do
this for each breakout room.

Once the breakout rooms have been opened,
you have the ability to join a room to
participate in the discussion or offer
assistance, broadcast a message to all
breakout rooms, and move participants from
one room to another.

Once the participants have been assigned to a
breakout room, you can hover your
mouse cursor over a participant to display
options to move the participant to another
room or exchange that participant with
another participant from another room.

When you are ready to close the breakout
rooms, click the Close All Rooms button.
Participants will have 60 seconds to finish their
discussions and will automatically return to the
main meeting.

Opening the Breakout Rooms window again
will give you the ability to recreate the same
rooms or create new assignments.
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