Using Breakout Groups

Create Groups
You can choose to have Collaborate create and randomly assign breakout groups for you. Or
you can create the groups yourself. Breakout groups are assigned during the session. You can't
create them ahead of time or save them.
1. Open the Share Content panel from the Collaborate panel.
2. Select Breakout Groups.
3. Assign groups. Select Randomly assign or Custom assignment.
Randomly assign: Collaborate creates groups and randomly assigns attendees for you.
**Randomly assign is only available when there are four or more people are in the room.
1. If you want to be in a group, select Include moderators in group assignment.
2. You can change how many attendees are in each group. Select the number of
groups from the Number of Groups menu.
3. If you don't like how the attendees are grouped, select Reassign attendees.
Custom assignment: Create your own groups.
1. Assign attendees to a group. You can select the attendee's options menu and
select the group. You can also select the attendee and drag them to the right
group.
2. Select Create a new group to add more groups.
3. You can create up to 20 groups. Breakout groups is only available in sessions
with 250 or fewer attendees. There is no limit to the number of attendees you
can put in each group. However, we recommend spreading attendees out
evenly over your groups.
4. Optionally, select Allow attendees to switch groups, if you want attendees to
be able to move to another group on their own.
5. Select Start.
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Share files to breakout groups
You can share files, with one or more breakout groups.
1.
2.
3.
4.
5.

After starting breakout groups, select Share Files.
Open the File options menu of the file you want to share.
Select Share with groups.
Choose the groups you want to share the file with.
Select Share Now.

The first slide of the file displays in the breakout group.

You can also save group files to use later. Find the breakout group files and save them to the
main room before logging out of the session.
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Timer
Set a timer and let your attendees know when you'll get started or how much time is left. Open
the Collaborate panel, select Share Content and start the Timer.
If you are using breakout groups, set the timer in the main room. Everyone sees the timer. It
doesn't matter what group they are in.

What can attendees do in breakout groups?
Breakout groups are designed for group collaboration. Every attendee in the group is
a presenter. This means that all attendees can share the whiteboard, files, and applications
with the rest of their group.
Content shared in a breakout group is not available when breakout groups end. Consider
suggesting attendees record their collaboration in some way. Example: A screen capture of
anything they have shared and collaborated on.
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Monitor groups

After breakout groups are started you can move between groups to monitor them. If you
assigned yourself to a group, you see and hear what others in the group are doing. This includes
any shared content, audio, video, and chat.
If you want to see how the other groups are doing, you need to join those groups. From
the Attendees panel, select Join group.
Group chats are private to the group. The Everyone chat room is open to everyone, no matter
what group you are in. As a moderator you also have a moderator only chat room.
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Move attendees to another group

Moderators can move themselves between groups by selecting Join Group in the Attendees
panel. You can also move other attendees.
1.
2.
3.
4.
5.
6.

From the Attendees panel, find an attendee and select Attendee controls.
Select Move to another group. This opens the Breakout groups panel.
Move the attendee to another group. There are two ways you can do this.
Select the attendee's options menu and select the group.
Select the attendee and drag them to the new group.
Select Update.

Can I remove someone from a session?
Yes. You can choose to move them back to the main room or to another group. Or you can
choose to remove them completely from a session. Open the attendee's options menu from the
Attendees panel. Select Remove from session.
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When you want to stop breakout groups and bring everybody back to the main room,
select End breakout groups. You can find this at the top of the Attendees panel or
beside Breakout groups in the Share Content panel.
After you select End breakout groups, all attendees are moved back to the main room.
After the groups have ended everything shared in a group is not available in the main room.
Give your attendees a few minutes warning that you are ending the breakout groups. Give them
time to take a screen capture, or record in some other way, what they were working on before
ending the groups.

Attendees panel

Share Files panel
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Save files from breakout groups
You can also save group files to use later. Find the breakout group files and save them to the
main room before logging out of the session.
1.
2.
3.
4.

After ending breakout groups and before leaving the session, select Share Files.
Open a group folder.
Open the File options menu of the file you want to save.
Select Move to main room files.
The group file is saved to the main room and can be used again.
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Recordings and breakout groups
What is said or viewed in a breakout room isn't captured in recordings. Collaborate stops
recording your session if all attendees leave the main room to join breakout groups.
You can start your recording again from the Session Menu when one or more attendees return
to the main room.

