
 

Microsoft Teams Breakout Rooms Guide 
Setup a Teams meeting as you normally would. Note only the organiser of a meeting can 
setup and manage breakout rooms. Guests and external users can be assigned to breakout 
rooms by the organiser. 
 
Join your meeting and select the breakout room option from the toolbar 

 
 
 

 
 

 

If you select Automatically, you will see 
the rooms are created and auto-
populated by Teams. 
 

Select the number of rooms you need 
(max 50) and either manually assign 
users to rooms or have teams do it with 
the automatic setting.  
 



 
 

 
 
 

 
 

If you selected Manual, pick the participants you want 
for each room and assign them to the room by clicking 
on the room in the room list below the participants. 

When the rooms are created and participants 
assigned you can click on each room to see the list of 
participants in that room. 
 
 
 
 
 
 
Clicking on the 3 dots next to the room will open the 
room settings, here you can join, open, rename, close 
and delete the room. Depending if the room is open 
or closed some of these options will be greyed out. 
 



 
 
 

 
 

 
 
 
 
 
 
 

Clicking the 3 dots next to the Breakout 
rooms will open the overall rooms settings. 
There are 3 options here.  
 
The bottom rooms setting will allow you to 
set the rooms to autofill when new users join 
or have them wait to be manually assigned.  
 
Recreate rooms will delete the current rooms 
and allow you to restart the process of 
creating rooms. 
 
Make an announcement will allow you to 
place a text message in each breakout room 
at once. 
 

For the breakout rooms to become functional 
you need to Start/Open them.  
 
 
You can open each room individually by 
going into each room and clicking the Open 
option. 
 
 
 
 
 
 
 
 
Alternatively the Start option will open every 
breakout room that has been set up at once. 



 
 
 
 

 
 
A breakout room has the same functionality as a normal Teams call, including video, audio 
and screen sharing. The name of the breakout room is displayed at the top of the call 
window. While you are in a breakout room, you are placed on hold in the main meeting. 
This means that only the participants in breakout room you have joined will hear/see you.  

You will know which rooms are open by the 
green OPEN text next to each one, it will 
remain grey with Closed text if unopen. 
 
You can join each room by opening the room 
settings and selecting the Join room option. 
 
 
 
 



Messages that you send in a breakout room chat will only be visible in students in that 
breakout room. 
 
When you leave a breakout room the main call will still be on hold, you will need to click the 
resume button at the top of the screen to be seen and heard again in the main call by those 
not in breakout rooms.  
 

 
 
 

 

When you want to bring all participants back 
to the main meeting from their rooms, click 
the Close rooms options to close all rooms 
and bring the participants back.  
 
You can also close each room individually by 
opening its setting and selecting the close 
room option, much like the open room 
option seen earlier. 
 
You can always restart the rooms again by 
clicking the Start rooms option to send all 
participants back into their rooms.  
 
At any point you can create a new breakout 
room by clicking the Add room button. You 
can also reassign participants to new 
breakout room the same way you initially 
assigned them to their original room, click 
their name, click the assign button and then 
select the room for them to join. 
 
 
 



FAQ 
For best practice it is recommended to close all rooms, brining all participants back to the 
main lobby before ending the meeting.  
 
As noted at the beginning of this guide, currently only the organiser of a meeting can create 
breakout rooms. 
 
Any files from the breakout rooms can be shared in the main meeting once everyone is back 
together and will be available afterwards in the meeting chat. 
 
If you are the organiser of a meeting and cannot create breakout rooms make sure that the 
new meeting experience is enabled (Teams -> Settings -> General -> Check “Turn on new 
meeting experience”) 
 
The meeting organizer can record a Breakout Room. To record a Breakout Room, the 
organizer must be in the room to start the recording. The organizer can leave the room and 
the recording will continue.  
Click More Actions ⋯ and select Start Recording. 
 


