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Blackboard Tips:         

Using Breakout Sessions in Collaborate 
 
Blackboard Collaborate Ultra is a virtual meeting tool embedded in Blackboard that lets you add files, 
share applications, and use a virtual whiteboard to interact with participants. To encourage interaction 
between participants, you can create breakout groups that are separate from the main room. 
Breakout groups have their own private audio, video, whiteboard, application sharing, and chat 
features. Any collaboration that takes place in a group is independent of the Main room and other 
groups.  
 
Purpose and Applications 

 Facilitate small group discussions during larger virtual group meetings. 

 Create a space for students to collaborate in small groups. 

 Allow for multiple student presentations during a single virtual meeting session. 

 
How-to Create Breakout Sessions in Collaborate 

 After joining the Collaborate Session, open the Collaborate Panel by clicking on the purple 
tab on the bottom right. 
 

  
Figure 1: Collaborate Ultra Meeting Room 
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 Then click on the Share Content tab (third option) at the menu bar.  
 

 
Figure 2: Collaborate Ultra Meeting Room with Collaborate Panel Open 

 

 Select the arrow next to the Breakout Groups to open the Breakout Groups tab. 
 

             
                                                 Figure 3: Share Content Tab                     Figure 4: Breakout Groups Tab              

 If there are four or more participants, you will have the option to randomly assign groups. Use 
the drop down menu under Assign Groups. Please note, you cannot assign groups before 

participants enter the session (i.e. – you cannot set up groups in advance). 
o If you want to be in a group, select Include moderators in group assignment. 
o You can change how many attendees are in each group. Select the number of groups 

from the Number of Groups menu. 
o If you don't like how the attendees are grouped, select Reassign attendees. 
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 If there are less than four participants, you will need to use Custom assignment to create 
groups.  

o To assign attendees to a group, you can select the attendee's options menu and select 
the group or select the attendee and drag them to the group. 

o Select Create a new group to add more groups. 

Note: You can use the Custom Assignment option to create a private breakout group area to 
meet with select student(s). All activity in the breakout groups are private and reset when 
students enter/reenter. 

 Once groups are created, click the black Start button. 

 You can ‘visit’ each group by clicking on the door icon next to each group. 

 

Figure 5: How to Navigate to Each Breakout Group 

 To send a message to the whole class while they are in groups, select the Chat tab and then 
Everyone. 

 

Figure 6: Sending a Message to Class While in Groups 
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 To end the breakout groups, click on the button next to the arrow next to Breakout Groups. 

         or         

                 Figure 7: Breakout Groups Option in Attendees Tab                    Figure 8: Breakout Groups Option in Share Content Tab 

 
Quick Tips for Use  

 Need to meet privately with one student? Create a session in an old or Sandbox course and 
send the student a Guest Link. 

 Keep sessions short. No one likes a three-hour virtual meeting. 

 Pre-plan activities and polls. 

 Limit application sharing and video use. 

 Set a timer so groups know how long they have before returning to the Main Room. 

 Other Best Practices 
 
Additional Resources 

 More Detailed Screens of Creating Breakout Groups 

 Breakout Groups in Blackboard 

 Setting a Timer for Groups 

 Sharing a File to Multiple Groups  
 

https://help.blackboard.com/Collaborate/Ultra/Moderator/Moderate_Sessions/Session_Best_Practices#best-practices-for-best-experience_OTP-0
https://kb.uwstout.edu/page.php?id=67262&no_frill=1
https://help.blackboard.com/Collaborate/Ultra/Moderator/Moderate_Sessions/Breakout_groups
https://help.blackboard.com/Collaborate/Ultra/Moderator/Moderate_Sessions/Breakout_groups#timer_OTP-4
https://help.blackboard.com/Collaborate/Ultra/Moderator/Moderate_Sessions/Breakout_groups#watch-a-video-about-sharing-files-to-breakout-groups_OTP-2

