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Pre-Assign Breakout Rooms in Zoom 

It is possible to create pre-assigned breakout rooms in Zoom. Pre-assigned breakouts are 
useful if you want to create groups based on the class list in Infohub or if you want to 
create set groups that will persist in weekly online lectures.  

Step 1: In order create these breakout rooms, log on to your Zoom cloud account 
(www.Zoom.us). Go to the Meetings tab. Select the session that you wish to add the groups 
to. If you have created a single online session then the groups will only be created in that 
session. If you have a recurring lecture then the groups will persist in all iterations of the 
recurring session. Click the Edit option beside the lecture link. 

Step 2: In the Meeting settings make sure that the Require authentication to join is selected 
and that UCD domains are chosen from the dropdown. Doing this will ensure that students 
are joining the session with an account tied to their @ucdconnect email address. This will be 
the same email address you use to set the groups via the class list.  
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Step 3: Scroll down and click the option for Breakout Room pre-assign. Then click the option 
to Import from CSV. 

Step 4: In the pop up window, click to download the template file. 
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Step 5: Open the template file in Excel and amend as needed. Column A will hold the 
breakout room name and Column B the student email addresses. Once complete, save the 
file in the same format (i.e. CSV). 
 

 
 
Step 5: Navigate back to the Zoom screen and either choose to drag and drop the file into 
the pop up window or select browse to locate the file. 
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Step 6: Locate the file on your local machine and once found, select it and click Open in the 
pop up window. 
 

 
 
Step 7: The breakout room configuration that you set in the template file will display on 
screen. You can edit the groups here if needed. When you are happy with the configuration 
click Save. 
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Step 8: Once the rooms have been created, click Save on the session settings. The breakout 
rooms will now be available to launch in the live session. 
 

 
 
 
 
 
 
 


