
Breakout Room Test Meeting (7/15/20) 

Notes 

 

Setting up the original breakout rooms (under meeting settings): 

 

 
 

 

 
 

 

 

 

 

Still in meeting settings, 

after I uploaded the CSV, 

this is what it looks like 

in terms of showing the 

rooms. 

Make sure breakout rooms is selected 

from the original list (with a check) 

 

This is also where you can upload a 

CSV file or manually create rooms 

before the meeting 

 

However, as we found out – the CSV 

created rooms were only recognized 

for those people who were actively 

signed into their Zoom accounts at the 

time of the meeting. 

 



Using the breakout room feature in real time:  

 
 

 

 
 

 

 

 

To start the breakout rooms, click this 

button (blue arrow below) 

 

The pop up showed the participants in 

the rooms, but only those who were 

actively signed into zoom.  

 

So – I deleted these 3 rooms in order 

to start over manually 

I recreated the rooms by telling 

zoom I wanted 3 rooms and 

allowing it to auto assign.  

 

This was the result. 

 

At this point, I could have 

switched out participants in each 

room by hovering over their name. 



 
 

 

If participants are placed into a breakout room and choose “join later”, they will remain in the 

main room but be prompted as follows: 

  
 

 

 

 

 

 

 

 

 

 

 

By hitting “options”, I could: 

- allow participants to return to the 

main room,  

- set an automatic timer on the 

breakout rooms,  

- and change the countdown for when 

rooms are closed. 

 

When ready to start the rooms, hit 

“open all rooms” on the bottom right. 

#1  #2  



 

Entering in and out of breakout rooms: 

 

The host can jump into each of the breakout rooms: 

• Click on the breakout rooms button  which is located on the bottom toolbar   

• The rooms will show up in a new pop up window on the screen and will include a list of 

participants in each room 

• Select “join” to pop into the room  

 

When ready to leave the breakout room and go back to the main room: 

o Click on “leave”  which is located at the bottom right of the screen   

o Select “leave breakout room” 

o It will bounce you back to the main room 

 

To close the rooms and have all participants rejoin the main room: 

• Click on “close all rooms”   which is located at the bottom right of the breakout 

rooms screen 

• If you did not change the default, this will give participants 60 seconds to come back to 

the main room. 

 

 

Other notes/findings from our meeting: 

 

• The chat function becomes limited in the breakout rooms.  Participants in the breakout 

rooms can only communicate with each other, but not the host or those in other rooms. 

o There is a help/questions button (at the bottom) that will summon the host to the 

breakout room 

• If the host needs to communicate/chat with all members of the breakout rooms, you can 

use the “broadcast message to all”  button located on the bottom left of the 

breakout rooms pop up screen. 

• Once in the breakout rooms, participants will be able to record and share their screens. 

 

 

 

 

Zoom video about breakout rooms: 

https://support.zoom.us/hc/en-us/articles/206476313 

https://support.zoom.us/hc/en-us/articles/206476313

