
Edit Blackboard Zoom Breakout Room settings  
It is possible to edit a Zoom meeting that is accessed through your Blackboard course. This 
tutorial will show you how to set up Breakout rooms and add Alternative Hosts. The instructor 
may also set Additional meeting options including Join Before Host and Automatic Recording. 
 
Open the Zoom link in Blackboard 
To start this process, open a Zoom meeting in Blackboard 

 

1. Open https://my.uiw.edu/faculty/index.html 
2. Log in and click Cardinal Apps 

 

3. Click Blackboard 

 

4. Locate and open your course 
5. Click the Zoom link 
6. Click Zoom Meeting and start your Zoom Meeting 
7. As soon as the meeting opens, Close it.  

 
Breakout Rooms 

 

1. Open https://my.uiw.edu/faculty/index.html 
2. Log in and click Cardinal Apps 

 

3. Click Zoom 

 

4. When Zoom opens, click Meetings 
5. Click Previous meetings 

 

 

6. In the Topic column, locate the Blackboard 
course name. It will be highlighted in blue and 
will have a different Meeting ID than your 
Personal Meeting Room4 

7. Click the Blackboard course name  
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8. Scroll to the bottom of the page and click Edit this 
Meeting 

 

9. Under Meeting Options, click Breakout Room Pre-
assign 

10. Click+ Create Rooms 

Create rooms and add attendees 

 

11. Click the Plus Sign to add rooms 
12. Click the room name (Breakout Room #) to add 

participants by name  
13. As you type their name, the list will present you 

with participant choices 
14. Choose a participant by clicking on their name  
15. Continue until you have filled the room 
16. Click Save 

Import room attendees from CSV 

 

17. Create a CSV file (Excel) in the following format: 
 
Pre-assign Room Name Email Address 
room1 test1@xxx.com 
room1 test2@xxx.com 
room2 test3@xxx.com 
room2 test4@xxx.com 
room3 test5@xxx.com 
room3 test6@xxx.com 

 
18. Under Meeting Options, click Breakout Room 

Pre-assign 
19. Click Import from CSV to upload the file 
20. Click Save, and your participants will be sent an 

invitation.  
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Additional meeting options 
Additional meeting options including Join Before Host and Automatic Recoding 

 

21. To select these options, just click the checkbox to 
select. These options include:  

a. Enable Join before Host - This 
option will allow students to enter the 
meeting before the host 

b. Mute participants upon entry - The 
participants' microphone is muted when 
they enter the meeting 

c. Only Authenticated users can join 
- Do not select. Users are authenticated 
under their Blackboard log-in  

d. Record the meeting automatically 
- choose On the local computer 

 
22. Once all of the rooms have been assigned and other 

meeting options set, click Save   

 
Alternative Hosts 
The instructor who places the Zoom link in the course will be the only instructor with Host 
privileges.  If there are multiple instructors in the course, it is recommended to add these 
instructors as Alternative Hosts. Alternative Hosts can start meetings, record meetings, make 
other attendees Host or Co-hosts, and manage Zoom meetings. 

 
1. Open https://my.uiw.edu/faculty/index.html 
2. Log in and click Cardinal Apps 

 

3. Click Zoom 

 

4. When Zoom opens, click Meetings 
5. Click Previous meetings 

 

 

6. In the Topic column, locate the Blackboard 
course name. It will be highlighted in blue and 
will have a different Meeting ID than your 
Personal Meeting Room 

7. Click the Blackboard course name  

 
8. Scroll to the bottom of the page and click Edit this 

Meeting 
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9. Scroll down to the bottom of the page and locate 

Alternative Hosts 
10. Type the email address of the other instructors 

assigned to the course. 

 
11. Once all of the rooms have been assigned and other 

meeting options set, click Save   
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