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Background

Breakouts were introduced into P&G’s WebEx Meeting Centre in December 2020.

Their functionality is similar to breakouts in WebEx Training Centre with two 

important differences:

- Breakouts in WebEx Meeting Centre utilise WebCams

- Breakouts in WebEx Meeting Centre do not have Whiteboard functionality.
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Setting up the Breakout Sessions

Breakouts are managed by the Host or Co-Host (but not both at the same time) 

from the ‘Breakout Sessions’ menu option.

To set up Breakouts ensure ‘Breakout Sessions’ is selected and then choose 

‘Breakout Session Assignment’ from the Breakout menu option.

Breakout Sessions 

menu option

Ensure ‘Breakout Sessions’ 

is ticked

Select ‘Breakout Sessions 

Assignment’ to set up the 

sessions
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Setting up the Breakout Sessions

You can choose whether to assign participants ‘Automatically’ or ‘Manually’:

• Automatically: participants are assigned randomly in line with the information 

provided. This is quick and easy.

• Manually: you select which participants are assigned to specific ‘sessions’. This is 

useful if you want specific participants to work together.

Note: The ‘sessions’ can set up and named as soon as the WebEx Meeting is started 

i.e. in advance of them being required.

Click on Automatically or Manually

Replicating the participant allocation 

shown in this slide would require Manual 

assignment of attendees
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Setting up the Breakout Sessions

Within ‘Breakout Session assignments’ you can add the groups (known as 

‘sessions’) you require.

Add Session
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Setting up the Breakout Sessions

The sessions can be given names, and participants within the meeting assigned to 

specific sessions.

Rename

Delete

Assign
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Setting up the Breakout Sessions

Within ‘Breakout Sessions Assignments’ the ‘Settings’ option allows you to set-up 

the sessions in line with your specific needs; including, if desired, pre-determining 

the length of the session and setting the time of the ‘Countdown Warning’.

‘Settings’

Set length of session

Set length of 

countdown warning

When you want to 

start the breakout 

sessions click here
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Determining the Length of the Sessions

- If you set the length of the sessions WebEx will prompt you during the session to 

confirm this is still the desired length.
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Moving to the Breakout Session - Participants View

Participants will need to click ‘Join now’ to move successfully into their breakout 

session – warning them of this is helpful!

Click Join now
Allows attendees to 

join session later

Unless you removed the option to allow 

attendees to join letter in settings.
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Arriving in the Breakout Session

In WebEx Meeting Centre participants WebCams will remain on automatically.
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Monitoring Time

- If the length of the session has been pre-determined in settings, participants in 

the breakout session will see the allocated time reducing.

- If the length of the session has not been pre-determined in settings, participants 

will see a clock counting up the time they have spent in the session.

Session time 

counts down

Session time 

counts up
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Using Chat

• The participants within a session can share a room-specific Chat function.

• Note: this Chat cannot be imported into the main meeting session.

Chat
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• If required, participants can ask for help. A message is sent to the Host asking 

them to join the session.

Note: the ‘Ask for Help’ button will not appear if the Host is already in another 

breakout session

‘Ask For Help’

‘Help’ 

available here

Asking for Help
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• The Host will receive a notification of a participant asking for help.

Asking for Help
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Keeping in touch with the breakout sessions
- Sending a ‘Broadcast Message’

‘Broadcast Message’

The Host can broadcast a message to participants in all breakouts from either 
the Breakout menu or Breakout session assignments panel e.g. To update them 

on how much time they have left or remind them to select a volunteer to de-

brief the group exercise.

‘Broadcast Message’
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• At any point the Host or Co-Host can choose to join a breakout session from 

within the Breakout session assignments panel

Keeping in touch with the breakout sessions
- Joining the session

Move to session
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• Joining a session can be very help to check how the breakout session is going, 

remind them of the process to de-brief, check if they need help etc.

Keeping in touch with the breakout sessions
- Joining the session
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Ending the Sessions

The Host can request an individual leaves the Breakout session and joins the 

main meeting at any time.
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Ending the Sessions

End all breakout sessions

The Host can choose at any time to end all 

breakout sessions.  

Participants will be sent a 

message and the 

countdown time will be 

initiated.




