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How To Create and Manage Breakout Rooms

Creating Breakout Rooms

S B % 6]

Breakout rooms

Create breakout rooms

Create rooms

Choose the number of rooms you want to create.

Assign participants

You can assign people to rooms, or let Teams assign people for you.

Automatically
We'll assign people to rooms for you.

Manually

Choose the people you want to put in each room.

Cancel Create rooms

Create breakout rooms

Create rooms

Choose the number of rooms you want to create.

Assign participants

You can assign people to rooms, or let Teams assign people for you.

Automatically
We'll assign people to rooms for you.

W ERUELY

Choose the people you want to put in each room

Cancel Create rooms
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Create breakout rooms

Create rooms

Choose the number of rooms you want to create.

Assign participants

You can assign people to rooms, or let Teams assign people for you.

Automatically
WEe'll assign people to rooms for you.

Manually
Choose the people you want to put in each room.

Cancel Create rooms

How to Rename a Breakout Room £
e Click the Breakout Rooms icon in the toolbar (if you don’t already have it selected) [

Breakout rooms

Assign
Rename roon|

- ol
Rename room

Delete room

_|_

i~ Room 1 (0)
(@] i .
_——J This room is empty

‘a‘ Room 2 (0) CLOSED

This room is empty
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Type the new name and click Rename

Rename "Room 1"

Group ‘I|

How to Start/Close Breakout Rooms
e Click the Breakout Rooms icon in the toolbar (if you don’t already have it selected)

Assign participants

Open + @) W €3
Room 1 (1) CilosED
) dg5410457 (Guest)

Room 2 (0) CilosED
This room is empty

The start rooms button changes to Close Rooms.
e To Close All Rooms, Click the Close Rooms Button

Close aF <J

| Room 1 (1)
dg5410457 (Guest)

Room 2 (0)

This room is empty

CLOSED

How to Join a Breakout Room
Once you've started a breakout session, you can join rooms and move from room to room

e Point to the Open button of the room you want to join. It will change to ...
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Click the ... and select Join Room

Join room

Assign
Rename room

Close room
_I_

Room 1 (1)
dg5410457 (Guest)

Room 2 (0)

This room is empty
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How to Move a Learner From One Room to Another Room

Assign participants to breakout rooms

Select people and choose a room to assign them to.

Find participants

Name T Room

© co5410457 Gues) Room1 v
¥

Unassigned
Room 1

Room 2

Assign participants

Q + (=

X 1selected Assign Vv
‘ |—_| ‘ Room 1 (1)

Status dg5410457 (Guest)

Available "j‘ Room 2 (0)

This room is empty

Cancel Assign

CLOSED
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How To Pre-Assign Participants To Rooms BEFORE Your Meeting Starts

Create your meeting

Calendar

B Today < > December 2021
06 07 08 09
Monday Tuesday Wednesday Thursday

New meeting Details Scheduling Assistant

Category: None  Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London Response options

10

Friday

From within Teams, click the Calendar Icon on the left vertical toolbar

/>  Resolve Conflict
§ david@eureka-tp.com dg5410457 (Guest) marklyndenz@gmail.com .
S Q e x &Y Uninomn & &Y Unknown B + Optional
©  14/12/2021 10:30 Vo= 14/12/2021 IEL v 1th @  Alday
A i RN
(2] Does not repeat v
& Add channel
©  Add location
E B I U SV & M magepny S T = E]9 o =
Type details for this new meeting
My calendar
December 2021 b/ s

14

Tuesday

Resolve Conflict
David Gibson

Resolve Conflict

14 December 2021 10:30 - 11:30

Edit

@ https://teams.microsoft.com/I/meetup-join...

(5 Chat with participants

o David Gibson
S

Organiser

Calendar

3 Meet now + New meeting | v

[ Week v

X

1

Saturday

12

Sunday

9 lose

Require registration: None

Mandatory

Optional
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Resolve Conflict Chat Files Details Scheduling Assistant ~ Meeting notes ~ Whiteboard ~ Attendance | Breakout rooms | =+ Close
_®_
X Cancel meeting G Copy link  Category: None V' -+- Tracking
/’  Resolve Conflic{ ;a David Gibson
Organiser
S b 355'11&457 « @& Umrirnkx:r\‘denz@gms\\.(om i +optiorial 5 dosarods7
Lo

1

Sp

e
&

b

N
e

il

Create breakout rooms

See your rooms and set them up the way you want, all right here.

| Create rooms

e Select the number of Breakout Rooms you want to create and click Add Rooms

Create rooms

How many rooms do you need?

2 v

(L
(2

How to Rename Breakout Rooms

1] Delete
Room 1 ——m2

® o participants ® o participants
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Edit room

Personalise your room with a name, make it unique and really get this session going!

Name your room

Room 1

How to Assign Participants to Breakout Rooms

o
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Nb — You can only start to add participants once participants start to accept your meeting

invitation (send earlier in this process).

Resolve Conflict Chat Files Details Scheduling Assistant ~ Meeting notes  Whitebc

@& Assign participants cCcP D

Union Negotiators

® o participants @ o participants

Assign participants to breakout rooms

You can assign people to rooms, or let Teams assign people for you.

e} Automatically

We'll assign people to rooms for you.

o ® Manually
Choose the people you want to put in each room.

- IO
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Find participants

Assign participants to breakout rooms

Select people and choose a room to assign them to.

Q

X 1selected Assign Vv

[ Name T Room
cp Christophe Peger Unassigned v 0
o dg5410457 Unassigned
Union e
Negotiators@

s [IEEEO)

e Click Close

Nb — your assignments are made and when you enter the meeting your breakout rooms
and assignments will have been automatically set-up.
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