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Steps to create and manage Breakout Rooms during
a Zoom meeting session

This guide will show the steps to create and manage breakout rooms during your meeting session in
your Zoom account. Video breakout rooms allow you to split your Zoom meeting in up to 50
separate sessions. The meeting host can choose to split the participants of the meeting into these
separate sessions automatically or manually and can switch between sessions at any time.

« Up to 50 breakout sessions can be created

« Breakout session participants have full audio, video and screen share capabilities

Part 1: Steps to sign in to Zoom and enable breakout rooms

1. Go to https://sjsu.zoom.us. To log into your Zoom account, click on the “Sign In” button.
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2. Next, log in with your SJSU Id and Password to access your Zoom account.

Connecting to Z00OM
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3. Go to your profile, click on meeting settings, and under “In Meeting (Advanced)” section,
Enable Breakout room.

Profile
v Chat Edit

Meeting Settings v Private chat

Auto saving chats

Meetings
Allow host to put attendee on hold
Recordings Play sound on join/leave
Webinars « Feedback to Zoom
Co-host
« Annotation Supported versions
Account Profile + Polling Supported versions
Reports Non-verbal feedback © Supported versions

v Breakout room Edit

Refer-a-Friend
Remote support
Attend Live Training File transfer
Video Tutorials Virtual background
Knowledge Base Closed caption
Far end camera control
Share dual camera
Attention tracking

Waiting room @ Supported versions

+ Cloud recording Edit

v Record the active speaker view

Part 2: Creating and managing breakout rooms in a meeting

1. Open scheduled meeting or host a new meeting session using Zoom. Locate the Breakout
Rooms button in the Zoom toolbar and click on it to start with creating Breakout rooms.

00 Zoom Meeting ID: 8-619
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Unmute Start Video Invite Manage Participants Share Screen Record Breakout Rooms
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2. Select the number of rooms in which you want to split your participants. Also, select the
appropriate option to automatically or manually assign guests into the breakout rooms.

Zoom Meeting ID: 703-528-619

i Gallery View =3 v Participants (4)

create for

Breakout Rooms

Breakout Room

2

Assign 3 participants into Rooms:

© Automatically Manually
Unmute All

1-2 participants per room Chat

Let Zoom

ro: CETEED

Type message here.
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3. Ifopted for manually assigning guests to the meeting room, click on the “assign” button in
front of the Breakout rooms and select the respective guests to add it to the breakout room.
i [ Breakout Rooms - Not Started
v Breakout Room 1
v Breakout Room 2
Breakout Rooms created
for the session. Click on
‘Assign” Buttons in front
of the breakout rooms to
assign participants to that
particular room
Recreate ~ Add a Room
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4. After clicking on “Assign”, click on the checkbox in front of the name of participant that you
want to add into the breakout room

Zoom Meeting ID: 703-528-619

- ~ Breakout Room 1 / Rename X Delete Room

~ Breakout Room 2

Recreate ~ Add a Room

5. Hover over the names of the participants added into the breakout rooms to be able to see the
options to move or exchange them with other participant in a different breakout room.
Click on move and select the breakout room in which you want to transfer this participant.

Zoom Meeting ID: 703-528-619
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~ Breakout Room 1

=] Move To Breakout Room 2

~ Breakout Room 2

Recreate ~ Add a Room
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Click on Exchange button and select the participant from any of the other breakout rooms to
exchange the breakout rooms of the respective participants.

Zoom Meeting ID: 703-528-619

- Maoesoutnoomit

v Breakout Room 2

Breakout Room 2
=] Move To % Exchange

Recreate ~ Add a Room

6. After adding all the participants and assigning them to their respective breakout rooms. Click
on Open All Rooms to start the breakout room sessions.

i [ ] Breakout Rooms - Not Started

v Breakout Room 1

v Breakout Room 2

Once all the participants are assigned into

their respective breakout rooms. Click on

the “Open All Rooms” button to create the
breakout rooms and open them for

aiscussion/meeting

Recreate ~ Add a Room 1 All Rooms
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7. If the host wants to join any breakout room, he or she can do that once the breakout rooms are
opened for sessions. To join any breakout room, click on the “Join” link available in front of
that breakout room and then click on “yes” to confirm.

v Breakout Room 1

Join Breakout Room 2?

v Breakout Room 2

The host can also join any breakout room

created. To join a breakout room, click on the join

hyperlink in front of the breakout rooms names

and click on “Yes" when prompted for
confirmation.

Broadcast a message to all ~ Close All Rooms

8. You can view which participants have accepted the breakout room invitation and with whom
it is still pending. The active or inactive status in the breakout room can be used to infer this.
Active users have a green circle in front of their name whereas the inactive users are greyed

out
o Breakout Rooms - In Progress
~ Breakout Room 2 Leave
)

participants who
have not joined
the breakout
rooms will be
shown in grey as
inactive

v Breakout Room 1

You will be able to see all the
participants who have joined the
breakout rooms(active
participants are shown with a
green bullet in front of their name)

Broadcast a message to all ~ Close All Rooms
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9. After setting breakout rooms and opening the rooms for discussions, you can see the
corresponding participants in their respective breakout rooms.

‘e0 @ Breakout Room 2 Zoom Meeting ID: 703-528-619

£ Gallery View
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Unmute Stop Video Participants  Share Screen Record  Breakout Rooms

10. During a breakout room session, the host can broadcast a message in all the breakout rooms
(like a warning of timeout or a reminder). To broadcast a message, click on breakout rooms
button from the toolbar and click on broadcast message to all option.

Also, to close the breakout room session, click on the “Close All Rooms” button.

~ Breakout Room 2

This is a broadcasted message
To Close all the breakout rooms
and session, click on “Close al
Rooms” button

Broadcast a message to all ~
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11. After clicking on the “Close All Rooms” button, the breakout room session will be active for
60 more seconds and then it will be closed automatically, or you can force it to close by
clicking on Return to Main Session.

[ ) Breakout Rooms - In Progress

v~ Breakout Room 2 Leave

v Breakout Room 1

s

After clicking on Close all Rooms button, the
session will be active for 60 more seconds

before automatically closing the breakout

All Breakout Rooms close in 57 seconds.
You will be returned to nain session automatically.

12. To recreate the same breakout rooms during the meeting session, click on the “Breakout
Rooms” button and click on the “Recreate All Rooms” button. You can still edit and change
the breakout room arrangements if you wish to, by adding or removing rooms to the session
and assigning rooms manually or automatically.

~ Breakout Room 1

v Breakout Room 2

All existing rooms will be replaced.

Assign 2 participants into 1 2| Rooms:

© Automatically Manually

2 participants per room

Recreate ~ Add a Room | (§
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