
Individual features contained in this slide may change and should not be relied upon in 

making purchasing decisions. For official Breakout Room feature and availability dates, 

please check the Microsoft public roadmap.
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Use the dropdown menu to select the number of rooms you 

would like. You can create up to 50 breakout rooms in a single 

meeting. You have two options for adding participants to rooms: 

• Automatically: Teams divides participants equally between the rooms.

• Manually: You can choose which room each participant is placed in.

Select Create Rooms. The Breakout Rooms pane will open.

Manage your rooms from the Breakout Rooms pane

To rename your rooms, select the ellipses […] next to each breakout session 

and select Rename room.

Following the same steps as joining a Teams meeting but with the updated toolbar, you’ll now 

see new icon     

By default, when you select Start rooms, participants are automatically moved to their room without 

warning. If you would like participants to have the option to join or decline the breakout room, 

select the ellipses […] next to the Breakout Rooms header and deselect the check box 

for Automatically move people into opened rooms. Participants will see the following dialogue 

box when breakout rooms are open:
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https://www.microsoft.com/microsoft-365/roadmap?filters=&searchterms=breakout%2Crooms


Manually assign participants to breakout rooms

If you chose to manually assign participants to rooms, select Assign 

participants to expand the name list. Select the check boxes next to 

participants you want to assign to your first breakout room, then select 

the ellipses […] to select the breakout room name. Repeat these steps 

until all participants are assigned to a room.

Note: Participants who dial in via a phone or Teams device cannot be 

added to a breakout room. Those participants will remain in the main 

meeting when breakout sessions start.

If need to re-assign participant(s), expand the name list, select the 

participant(s), select the ellipses […], then select Unassigned or another 

room name.
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Or you can open only specific rooms by selecting the

ellipses […] by the room name and selecting

Open room.

You will see participants leaving the main meeting

and joining their breakout room

6 Start breakout rooms

When you are ready to start your breakout 

sessions, select Start rooms

If a participant leaves their breakout room the organizer can move the 

participant back to the breakout room by selecting the ellipses […] next 

to the participant’s name and select Ask to join.

If a participant joins the main meeting late after breakout rooms have 

opened, the organizer can add the participant to a breakout room. If 

the participant misses the notification to join the room, select

Ask to join.
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For example, remind participants to @mention the meeting 

organizer when they need help, or give them a five-minute 

countdown before pulling them back into the main room.

Participants receive the announcement in their breakout

rooms’ chat.
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Pull participants back to the main meeting

Select Close rooms to pull all the participants 

back to the main room.

Or select the ellipses […] for a specific 

breakout room, then select Close room.

Once a breakout room is closed, chat for that 

session is closed. Participants can’t continue 

to chat there.
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Note: Artifacts (chats, files, and recordings) from breakout sessions are viewable by room participants. Only the organizer will have access to artifacts from all 

breakout rooms.
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Send Announcements

The meeting organizer can send announcements to all 

participants while breakout rooms are open. Select the ellipse […] 

by the Breakout Rooms header.



Notes

• Participants cannot join breakout rooms using the same 

account from multiple devices.

• Participants in breakout rooms cannot add others to the 

meeting chat, copy meeting details, nudge others to join the 

meeting, or use “call me back.”

• A meeting organizer can join a breakout after it is opened by 

selecting the ellipse […] next to a room name and 

selecting Join room.

Join breakout rooms

When the meeting organizer opens your assigned breakout 

room, you will automatically be moved there. If the organizer 

deselected the check box for Automatically move people into 

opened rooms, you will see this dialog box.

Leave breakout rooms

If you select Leave from the control bar in your breakout room, 

you will hang up—leaving both the breakout and the main 

session. You can rejoin the main session from your Outlook or 

Teams calendar.

Once the meeting organizer closes your breakout room you will 

automatically return to the main meeting. If the organizer 

deselected the check box for Automatically move people into 

opened rooms, you will see this dialog box:

If the organizer joins a breakout room and selects End, the 

breakout room will close. Participants can then rejoin the main 

meeting by selecting Join main room on the Breakout room has 

closed dialog box.
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What’s possible in breakout rooms now? 

Current Future experienceVs.
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For meeting organizers

For meeting participants:

• Set up breakout rooms during a meeting on the 

Teams desktop client

• Add, delete, or rename breakout rooms

• Create up to 50 breakout rooms per meeting

• Send an announcement that will show up as a 

message in the meeting chat for each room

• Chat, share files, and record: Only the organizer 

will have access to meeting artifacts from all 

rooms after breakouts end

• Manage and hop between rooms

• Control room transitions: Decide if participants get 

moved automatically or if they need to click to 

confirm the move

For meeting organizers

• Join the meeting from the desktop, web, and 

mobile apps (iOS and Android)

• Chat during the breakout session

• Present, share screen, collaborate in Microsoft 

Whiteboard, and access recording for their 

breakout room

For meeting participants (presenters

and attendees)

• Create breakout rooms in scheduled channel 

meetings and channel “meet now” meetings

• Set up breakout rooms before the

meeting starts

• Timer: Provide a countdown for when breakout 

rooms will close

• Hop between rooms

• Manage rooms as co-organizer or presenter if 

not the meeting organizer

• Join from multiple devices

• Join breakout rooms from desk phones or any 

device other than a laptop, tablet, or

mobile phone

Together Mode

Together mode in Teams meetings now offers several scenes to choose from, including a cozy coffee bar, 

a classy board room, a Minecraft setting, an under-the-sea theme, and more. Also, now meeting 

organizers and presenters have more control over the scene all participants see when they turn on 

together mode for themselves.


