COSTi How to Assign Breakout Rooms on Teams

1. Click on Rooms —
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Create breakout rooms X

Choose the number of rooms you want to create.

2. Select the number of
rooms you wish to create.
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Assign participants
3. Select this option if you
@ [fuomaticlyasion peopleto «— want to assign automatically
(random selection).
OR
«——Select this option if you
want to choose manually
who to assign to each room.

()  Manually assign people to rooms

O Let people choose their rooms

4. Click Create rooms
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You can assign more participants to any room.
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:ﬁ All participants have been assigned

Assign participants
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ﬁ All participants have been assigned

To rename a group, you can

Assign participants click on the 3 dots and select
Rename.
Open rooms -+ @ €§3

Room 1 (0)

Closed

Room 2 (0) o

Closed -

Room 3 (0) _

Closed

Room 4 (0) Llose
Closed
Delete

Room 5 (0)
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