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JOB AID 

Breakout Rooms in MS Teams   

Creating meaningful connection and working on focused activities can be difficult in larger virtual 

group settings. Breakout rooms—essentially smaller meetings within a main meeting—are now 

available in Microsoft Teams, allowing Meeting Organizers to divide the meeting into sub-groups to 

facilitate focused discussions. All the features in Teams carry over into breakout rooms. 

 
 

What breakout rooms are 
 

 

What they are not 
 

• Meetings within a main meeting to facilitate small group 

discussions (child meetings to the parent/main meeting) 

• The Meeting Organizer sets up breakout rooms as an option in 

the meeting control bar, up to 50 breakout rooms per meeting. 

• Participants are automatically assigned to opened rooms by 

default or can be manually assigned. Pre-defined breakout 

rooms (with pre-assignment capabilities) will be supported in the 

future. 

• Breakout rooms can have their own names 

(configurable/editable) 

• Breakout rooms are controlled by the Meeting Organizer who 

can start/stop rooms, move assignments, visit individual rooms, 

make announcements, etc. (@mentions are supported for room 

Participants to contact the Organizer in chat) 

• When the Meeting Organizer stops or closes a breakout room, 

the Participants are returned to the parent/main meeting. These 

rooms can be re-opened if needed. 

• Chats are kept distinct for each breakout room from one another 

and from the main meeting. Any files created/shared within a 

room are housed in the sharer’s OneDrive and available only to 

those users in that particular breakout room (future 

development is intending to open this up to all meeting 

Participants) 

 

• Breakout rooms cannot be 

managed by multiple 

organizers now, this is a 

future release capability. 

• While Participants can join 

via desktop, web or mobile 

clients, only the desktop 

client can be used by the 

Meeting Organizer to setup 

breakout rooms. 

• Participants cannot start or 

close a breakout room. 

 

This job aid provides step-by-step instructions for both Meeting Organizers and Participants. 

To ensure breakout sessions are enabled for you, go to Teams > Settings > General > Check 

“Turn on new meeting experience”. Also check that you have the latest Teams updates (Update 

Microsoft Teams - Office Support). 

https://support.microsoft.com/office/update-microsoft-teams-535a8e4b-45f0-4f6c-8b3d-91bca7a51db1
https://support.microsoft.com/office/update-microsoft-teams-535a8e4b-45f0-4f6c-8b3d-91bca7a51db1
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• IT admins can check how often their tenants get updates, which may impact when their users receive 

new features like breakout rooms (Set up the Standard or Targeted release options - Microsoft 

365 admin | Microsoft Docs) 

For additional resources and training, view the “Master virtual breakout rooms in Microsoft Teams 

meetings” and visit the Unite Office 365 Learning Centre. Go to the Microsoft 365 roadmap to get 

the latest updates on product status and rollouts.   

 

 

A.  Breakout Rooms for Meeting Organizers  

Important note:  

• Only the Meeting Organizer can create and manage breakout rooms. 

• The Meeting Organizer must be there through the meeting to manage breakout rooms. 

• The Meeting Organizer must use the Teams Desktop Client. 

• Participants can join from web, desktop, iOS, iPads, Android mobiles and tablets.   

• The main meeting cannot be a Channel Meeting. 

• The main meeting must be started to create a breakout room. 

 

 Creating a Breakout Room 

1. In the Teams Desktop Client, click the Breakout Rooms button from the top-right menu 

bar. 

 

2. Select how many rooms you need, choose whether to automatically or manually assign 

Participants to rooms, then click Create Rooms. You can add more rooms and re-assign 

Participants to rooms later. 

 

  
 

3. At this point, you have successfully created your breakout rooms and should see them 

displayed in the sidebar. 

https://docs.microsoft.com/microsoft-365/admin/manage/release-options-in-office-365?view=o365-worldwide
https://docs.microsoft.com/microsoft-365/admin/manage/release-options-in-office-365?view=o365-worldwide
https://www.youtube.com/watch?v=cKp0QRORQfQ&feature=youtu.be
https://www.youtube.com/watch?v=cKp0QRORQfQ&feature=youtu.be
https://unitednations.sharepoint.com/sites/unhq_learning_office365
https://www.microsoft.com/en-us/microsoft-365/roadmap?rtc=1&filters=Microsoft%20Teams%2CLaunched
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_MainMenuIcon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs-CreateBR.jpg
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Opening a Breakout Room  

1. When you are ready to start your breakout sessions, click the Breakout Rooms button 

  from the top-right menu bar. 

2. You can open all rooms by clicking Start rooms. Alternatively, open a specific room by 

hovering your mouse over the room you wish to open, clicking the 3-dot ( ) menu and 

selecting Open room. 

 

Note: By default, Participants will be moved to their assigned room when you open those rooms. 

To change this, select Room settings from the 3-dot menu in the top-right corner, and 

uncheck Automatically move people into opened rooms. 

 

 

 

Closing a Breakout Room to Pull Participants Back to the Main Meeting 

1. Click the Breakout Rooms button  from the top-right menu bar. 

2. You can close all rooms by clicking Close rooms. Alternatively, close a specific room by 

hovering your mouse over the room you wish to close, clicking the 3-dot  menu and 

selecting Close room. 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_MainMenu.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_OpenRooms.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_RoomSettings-AutoAdd.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
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Managing Room Assignments 

1. Click the Breakout Rooms button   from the top-right menu bar. 

2. Expand the (1) Assign Participants section (or, if re-assigning a participant, expand their 

current breakout room), check the box(es) next to the participant(s) you wish to reassign, then 

click (3) Assign and make your selection. 

 

Note: Participants who appear to be in a meeting cannot be re-assigned to a different room until 

their current room is closed. 

 

 

Renaming a Breakout Room  

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_CloseRoom.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_ParticipantInAMeeting.png
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1. Click the Breakout Rooms button   from the top-right menu bar. 

2. Hover your mouse over the room you wish to rename, then click the 3-dot  menu, and 

select Rename room. 

 
 

3. Enter the new name, then click Rename room. 

 

 
 

Adding a Room  

1. Click the Breakout Rooms button  from the top-right menu bar. 

2. Click Add room. This will create a new room with a default name.   

 

 

Recreating Rooms 

If you want to start over, you can use the Recreate Rooms feature. This can be useful if there was 

an issue automatically assigning many Participants to breakout rooms. 

Important: Recreating Rooms will delete all your existing rooms and the action cannot 

be undone. manually assigned to rooms and custom room names will need to be redone.   

 

1. Select Recreate rooms from the 3-dot menu in the top-right corner. 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs-RenameRoom.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_RenameRoomConfirm.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs-AddRoom.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
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2. Confirm you want to delete all your existing breakout rooms by clicking Recreate. 

 

3. Use the previous instruction to create a breakout room. 

 

Deleting a Room 

Deleting a breakout room removes the selected room from the rooms list; it does not delete the 

chat and any associated recordings created in that room. Deleted breakout rooms cannot be 

returned to the rooms list. Only empty rooms can be deleted. 

1. Click the Breakout Rooms button  from the top-right menu bar. 

2. Hover your mouse over the empty to-be-deleted room, then click the 3-dot  menu and 

select Delete room. 

 

3. Click Delete room to confirm deletion. 

 

 

Making an Announcement 
Announcements allow Meeting Organizers to broadcast a message to each breakout room. This has 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/12/TBRs_RecreateRooms.jpg
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/12/TBRs_ConfirmRecreateRooms.jpg
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_DeleteRoomOption.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_DeleteRoomConfirm.png
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several uses, including posting a reminder of the discussion topic or informing Participants that you 

will be closing the breakout rooms. 

1. Click the Breakout rooms button  from the top-right menu bar. 

2. Click the 3-dot ( ) menu next from the top right corner then select Make an 

announcement. 

 

3. Enter in your desired message, then click Send. 

 

4. The announcement will be posted in the Meeting chat of each breakout room. 

 

 

Joining Open Rooms 

Meeting Organizers can join individual open breakout rooms as needed. It is not possible to join all 

meetings simultaneously, though you can access the individual meeting chats for each room. Be 

aware that Participants will not be notified that you have joined their room, so it may be helpful to 

post a chat when you do. 

1. Click the Breakout rooms button  from the top-right menu bar. 

 

2. Hover your mouse over the room you wish to join, then click the 3-dot ( ) menu and 

select Join room. 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_AnnouncementMake.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_AnnouncementWrite.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_AnnouncementMade.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
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3. To return to the main meeting, you can leave the room and click Resume. 

 

 

Allowing Participants to Go Between Their Breakout Room and the Main 

Meeting 
Enabling Participants to freely move between their breakout room and the main meeting preserves 

their ongoing access to the meeting chats, files and other content specific to that room.  

1. To enable Participants to freely swap between their breakout room and the main meeting, 

select Rooms settings from the 3-dot menu in the top-right corner, and check Let 

people go back to the main meeting. 

 

 

Recording in Breakout Rooms 

Breakout room recordings function similarly to normal meeting recordings and must be manually 

downloaded. You can find these recordings in their respective meeting chats. By default, the 

meeting recording will also be saved in the OneDrive of the person who initiated the recording.  

A breakout room recording can be started by anyone assigned to that room. Meeting Organizers 

must systematically join each room and start the recording. Alternatively, consider appointing a 

Participant of each breakout room to be responsible for starting a recording. You could also send 

an announcement, reminding Participants to record their discussion. 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_OrganizerJoinRoom.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_Resume.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/12/TBRs_LetParticipantsMove.jpg
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Manually Inviting Participants to a Breakout Room 

If a Participant isn’t automatically added to their assigned room, you can manually prompt them to 

join. This may be necessary in cases where the Meeting Organizer chose not to automatically move 

people into open rooms, or if the participant joined the main meeting after the Meeting Organizer 

had already opened rooms. 

1. Click the Breakout rooms button  from the top-right menu bar. 

 

2. Expand their assigned Breakout Room, then hover your mouse over the participant, then 

click the 3-dot ( ) menu and select Ask to Join. 

 

3. The selected participant will receive a message asking them to join their assigned breakout 

room. 

 

 

B. Breakout Rooms for Participants 

Participants may join a breakout room via the web, desktop, iOS, iPads, Android mobiles and 

tablets. They are not able to manage any breakout room setting or option; only the Meeting 

Organizer can change these.  

When joined to a breakout room, Participants will automatically be granted the Presenter role in 

that room, so they can present, share Whiteboard, etc. freely. The Presenter role has some 

additional capabilities over the default Attendee role. Typically, these include the following: 

• Access to meeting chat 

• When your breakout room is closed or you are unassigned, you will no longer be able to 

post in the room’s meeting chat. You can still view messages and content up until the point 

when you were removed, or the room was closed. 

• The ability to start a recording 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/04/microsoft-stream-more-icon.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_AskToJoin.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_AskToJoinPrompt.png
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• The ability to view the Participants list 

• You will not be able to invite others to the breakout room 

• The ability to share content, such as your screen or a specific app 

 

Entering and Exiting a Breakout Room 

When you are automatically moved in or out of a breakout room, you will see the messages below 

 

 

Depending on how the Meeting Organizer set up the meeting, you may not be automatically moved 

to your breakout room and instead will see the following: 

 

If you accidentally close this window, or you click Later, the Meeting Organizer can manually ask 

you to rejoin the meeting, or you can join the breakout room if you see it in your list of chats. 

 

Swap Between Your Breakout Room and Main Meeting 

The Meeting Organizer can configure their breakout rooms to enable Participants to freely swap 

between the breakout room and the main meeting. 

If this option has been enabled and the breakout rooms have been opened, you will see the options 

to Join breakout room or Return to the main meeting. 

 

 

 

https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_SessionStarting.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_SessionEnding.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/10/TBRs_ParticipantJoinPrompt.png
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/12/TBRs_participantJoin.jpg
https://kb.helpline.w3.uvm.edu/wp-content/uploads/2020/12/TBRs_participantReturn.jpg
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