
Blackboard Collaborate Ultra: 
Moderating Breakout Groups 

Updated: 08/12/2019 

Definition: A breakout room is a separate room with one or more users in Blackboard Collaborate Ultra. 
Moderators assign student groupings or allow Collaborate to randomly choose; they can also choose to allow 

participants to switch groups. Users in breakout rooms will have presenter privileges: audio and video 

communication, chat, and can share files, whiteboard, and applications. Activity in breakout rooms is 
independent of what occurs in the Main Room and other breakout rooms, and it is not captured in recordings. 

*Use the newest version of the Chrome browser for best results.

Job Aid Objective: This job aid will provide faculty with the step-by-step instructions on how to moderate 
breakout groups in Blackboard Collaborate Ultra. This includes the following topics: 

• Start Breakout Groups (p.1)

• Assign Groups (p.1-3)

• Move Participants to Another Group (p.4)

• Monitor Groups (p.5)

• End Breakout Groups (p.5)

• FAQs (p.6)

Start Breakout Groups 
Expand the Collaborate Panel, by clicking on 
the purple tab in the lower right corner of the 

session window (A). Then click on the Share 

Content icon (B) and select Breakout Groups (C). 

Assign Groups 
Depending on your number of participants, there are 2 methods to Assign Groups: 

1. Randomly assign: Collaborate creates and randomly assigns

attendees for you.
2. Custom assignment: Allows you to manually create groups.

*Optional: Select “Allow attendees to switch groups,” which

enables attendees to move themselves in and out of a group.
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Randomly assign: 
A) Collaborate creates the groups and randomly assigns

participants.

B) You can change the number of participants per group and the

number of groups.

C) Click Start to confirm selections.

*Optional: to be included in a group, select Include moderators in

group assignment.

*Optional: if you don’t like how the participants are grouped, click

Reassign participants.

*Optional: you can select Allow participants to switch groups if you

want participants to move to other groups.

Custom assignment: 
A) You can create your own groups by assigning participants to a

group.

B) You can do this by clicking on a name and dragging it into a

group (your default is 2 groups).

C) Click Start to confirm selections.

D) As the breakout groups load, this
notification appears on the Main Stage

letting the user know which group they

are assigned to.

*Optional: Select the plus

sign to create a new group

to add more groups.
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Alternate method for Custom Assignment: Use the following steps if you don’t want to drag and drop 

names to assign users to groups. 

A) Add participants by clicking on the plus sign under the group

name.

B) A list of names appears in a drop down menu. Click on the

participant’s name.

C) Once selected, the participant is listed in that group.

D) After you finish assigning attendees to groups, click Start.

E) All users get this message indicating which group they are in, “Starting

breakout groups. You’ll be in Group (#).”

Rename Groups: You can rename these groups by clicking on Group 
name and typing in a new name. Click Update to confirm. 

Delete Groups: You can delete a group by clicking on the Trash icon 

and then selecting Delete. 
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Moving Participants to Another Group 
You can move participants to another group by: 

Option 1: A) Click the participant’s name and B) drag it to the 

appropriate group and then C) click Update to confirm. 

Option 2: select the participant’s option menu and selecting the 

group. 

Option 3: Click plus sign under the group name and select 

participants to add them. 

The attendee’s name appears under the group they were moved to. 
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Monitor Groups 
Once the groups are started, you can monitor them by moving 
between groups. If you assigned yourself to a group, you see and hear 

what participants in the group are doing, sharing, chatting, and saying. 

Step 1: If you want to visit other groups, join each group by opening 
the participant’s panel (A) and then clicking Join Group via the door 

icon (B).  

Step 2: As you are moving groups, this message appears on the 

Main Stage: “Moving to Group (#). Your audio and video are 
being connected to the group. Please wait to speak until you are 

connected.” 

A) A notification flag will pop up with your user name and

the group you have joined. In the Attendees panel will

also show which group you are in.

B) You will also see your name below the group name.

End Breakout Groups 
To end the Breakout Groups, click on 

the stop button in the Participants 

panel or in the Share Content panel. 
This will return all attendees to the Main 

Room.  
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Frequently Asked Questions About Breakout Groups 
1. Can activity be recorded in breakout rooms? No, activity cannot be recorded in breakout rooms. 

Only activity in the main room can be recorded. 

2. Does recording stop when I start breakout rooms? Yes, recording will automatically end in the main 

room once everyone goes into breakout groups. 

3. Will I have to manually restart recording when everyone returns from breakout rooms? Yes, the 

moderator will have to re-activate recording once everyone returns to the main room. 

4. If I have to press record more than once in the same Ultra session, will the recordings show up 
as separate ones in the Recordings section? Yes, there is no pause feature for recording in Ultra, so 
every time the recording button is pressed on and off, it means that it will show up as a separate 

session. You can rename sessions after they show up in recordings section (e.g., Virtual Session part 

1, Virtual Session part 2, etc.) to help clarify the order. 

5. What if a participant gets booted off the session when he/she is in a breakout room? The 

participant can re-enter the session the same way they entered the first time, but s/he will automatically 

enter the main room. The moderator can manually place the participant in the breakout room s/he was 
previously in (the moderator will get an alert that the participant left the session and returned). Another 

option is for the moderator to pre-select Allow participants to switch groups, and in that case, the 

participant can return to their own group on their own instead of waiting for the moderator to do so. 

6. I was sharing a file in the main room when I sent everyone to breakout rooms. Will that file still 
be visible when everyone returns to the main room? Yes, that file will still be available in the main 

room while everyone is separated, and it will be available once everyone returns to the main room. 

7. Are there any videos about breakout groups? Yes, there is a video tutorial on how to use breakout 

groups during an Ultra session - Ultra Video Aid: Using Breakout Groups 

8.  Are there any resources for students? For student instructions on using Breakout Groups, please 

refer them to the - For Students: Ultra Breakout Groups Job Aid  

 

 

 

 

 

 

 

 

https://drive.google.com/open?id=15_q_GF06owRxnDvVq9X_vLc4e6JVIseX
https://www.kaltura.com/index.php/extwidget/preview/partner_id/1700302/uiconf_id/32654372/entry_id/0_exxap9lf/embed/auto?&flashvars[streamerType]=auto
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