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Q&A In Teams

About

e Question and Answer (Q&A) lets you manage participants questions to keep conversations on track. Again, this is very similar to Slido and
Polls but is a much simpler version to support a basic polling feature for your meeting.

Benefits

® As an organiser, you can choose to have a moderated or unmoderated Q&A

® Responses to questions are threaded in a conversation with the original question

e Assign the role of co-organiser to someone in the meeting via the meeting options, and they can also help screen questions as moderators.
¢ Pin conversations that are important to the top of the feed

HCT Best Practice & Things to Note

* HCT Best Practice: Turn off your meeting chat in the meeting options to truly moderate all meeting questions and comments

Resources

¢ Click here for more information and training for Q&A

e How to use the Q&A app in Teams for meetings and webinars



https://support.microsoft.com/en-us/office/q-a-in-teams-meetings-f3c84c72-57c3-4b6d-aea5-67b11face787
https://www.youtube.com/watch?v=kQoxoOZUJ9Y
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Polls in Teams (MS Forms) ~—~O

About

e Polls is an internal platform that allows you to interact with participants during a meeting, event or conference.

Benefits

e Create questions before the meeting and launch at any time before, during and after a meeting through the meeting chat.

e Launching a poll means a pop up will appear on the participant screens making it difficult to ignore to help alert and
increase responses

e Lots of different and creative ways to be interactive with participants
e There are options to keep responses anonymous and to share results with participants as they come in

HCT Best Practice & Things to Note

e Forms access may be managed by your IT department.

e Click here for more information and training on Polls

¢ 9 new features in Microsoft Teams for Fall 2022 — YouTube 02:58



https://support.microsoft.com/en-us/office/poll-attendees-during-a-teams-meeting-9923b7d4-ea97-4aa2-b8b8-b45fefe7d454
https://www.youtube.com/watch?v=oFKBOVgTgAs

DRAFT  Polk: Names not record... [0} m [Ju[] Y Close poll

Polis Apps More

Please use words to describe how Response details
you currently feel in your job? [search for apps

Export results

AT _ ter vour Delete poll

View results |
How are you feeling today?

ol Polls 1 polls

How do you want to boost engagement?
& Word Cloud

§ Do you feel appreciated in your job role? 3 _ Multiple Choice Quiz
LIVE ' Polk Names not recorded | Res... ; @

Quick stand-alone question with & Question with correct answer to
different options gauge comprehension
Do you feel appreciated in your
job role? Word Cloud Rating
Open text responses displayed & Gain insight from your
in a dynamic word cloud respondents’ reactions

Note: Results will be only shown as extracted keywords to poll respondents, and you can see full
50metil1"les text responses by exporting poll results to an Excel file. )
Ranking
@ Add question Allow respondents to rank items
Ocassionally

= Polls In Teams s rorms

82 Names not recorded | Results shared | Priv...




@ suggestions

MLV Poll: Names not recorded | Results shared

How are you feeling today?

** Great Your response

& Good

Just okay
= Not so good

& Mot great at al

-

response

Response details N

3 m Poll: Names not recorded | Resu... E| Only you 3 m Pall: Names not recorded | Results shared

Please use words to describe how you currently
feel in your job?

Launch o

Do you feel appreciated in your job role?

Yes No Sometimes

Ocassionally

Enter your response

2

Suggestions X

Meed a quick poll? Here you go.

& Rating Recommended

Are you satisfied withthe time
given for research and
development?

4.0
® 6 6 ®

0 100% 0

& Rating Recommended

How often were critical bugs
reported in the later phase?

AN

Polls In Teams (s rorms)




Whiteboard in Teams m

About

e Microsoft Whiteboard makes it easy to share ideas and collaborate with everyone in the same Microsoft Teams meeting.

Benefits

* Bring teams together in one inclusive space for co-creation:
¢ Real time collaboration across all devices

® Re-use an existing Whiteboard across multiple meetings

e Export the Whiteboard as a PDF once you are finished.

HCT Best Practice & Things to Note

e Turn on and off collaboration settings to control your participation’s access

Resources

e Click here for further training and information for Whiteboard
e How to use Whiteboard in Microsoft Teams - YouTube



https://support.microsoft.com/en-gb/office/use-whiteboard-in-a-teams-meeting-26f87802-b37f-4af0-806d-af79fbfb8ae6
https://www.youtube.com/watch?v=YBnojDFXo4k
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Live Captions

About

e Turn on Live captions to display the spoken words of a meeting or call on screen

Benefits

e Allow people to take control of their individual needs without needing to ask
e Build in captions visible to only those that turn it on
e Customise your caption settings to suit your individual needs

Things to Note

e HCT Best Practice — If you are leading a meeting, use your introduction/ housekeeping slide or verbally tell your
audience this feature is available in case they don’t already know

Resources

* Use live captions in Microsoft Teams meetings - Microsoft Support



https://support.microsoft.com/en-us/office/use-live-captions-in-microsoft-teams-meetings-4be2d304-f675-4b57-8347-cbd000a21260
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PowerPoint Live ,,Q/

About

* PowerPoint Live in Teams gives both the presenter and audience an inclusive and engaging experience, combining the best parts
of presenting in PowerPoint with the connection and collaboration of a Microsoft Teams meeting.

Benefits

* Presenters have a unique view that lets you control your presentation while staying engaged with the audience, seeing people’s
video, raised hands, reactions, and chat as needed.

e The Audience can interact with the presentation and personalise the viewing experience with captions, high contrast slides, and
slides translated into your native language.

HCT Best Practice & Things to Note

e |f you are already in your PowerPoint, click the present in teams feature within the application itself, and it will pick up the
meeting you are in and automatically start a PowerPoint Live

e Share slides in Microsoft Teams meetings with PowerPoint Live - Microsoft Support



https://support.microsoft.com/en-us/office/share-slides-in-microsoft-teams-meetings-with-powerpoint-live-fc5a5394-2159-419c-bc59-1f64c1f4e470
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Breakout Rooms ,2..2..%

About

e Breakout rooms allow opportunity for unique discussions outside of the main meeting during your meeting/ workshop

Benefits

e Allow a space for individual conversations to be held and keep your meeting/ workshop interactive

e Manage participant movement, by allowing them to move in and out of the breakout room back into the main room
e Set time limits on the rooms to keep your meeting/ workshop on track

e Set up your breakout rooms before the meeting starts to reduce the admin during the meeting

HCT Best Practice & Things to Note

e You must be a meeting organiser/ co-organiser or presenter appointed as a room manager to create breakout rooms

Resources

*Use breakout rooms in Microsoft Teams meetings - Microsoft Support



https://support.microsoft.com/en-us/office/use-breakout-rooms-in-microsoft-teams-meetings-7de1f48a-da07-466c-a5ab-4ebace28e461

Meeting options

Who can bypass the lobby? (i)

People in my org and guests

People dialing in can bypass
the lobby

Announce when people
dialing in join or leave (i)

Choose co-organizers:

) SZYWALA, Ni...

Who can present

Everyone

& X @

Camera Share

Create breakout rooms

Choose the number of rooms you want to
create.

2

Assign participants
You can assign people to rooms, or let Teams
assign people for you.

Automatically
Teams will assign 0 people to each
room.

Manually
Choose the people you want to put in

each room

Breakout rooms

All participants have been assigned

Assign participants

Fename

Delete

Assign presenters to
manage rooms

@)

There are no assigned presenters to
select from in the meeting at the

moment.

To add a presenter, invite them to the

meeting individually. Then go to Meeting
Options to update thewr role. Learn mo

Set a time limit (i)

0 hours

15 minutes

Automatically move people to
rooms

Let people return to the main
meeting

@

a
a

B rea kO Ut ROO m S (live-organise)




Q Testing Zoom for presentatiun Chat Files Details Scheduling Assistant  Attendance  Meeting Whiteboard  Breakout rooms Q~&A

Activity

S
Chat @

] [+]=]"]

oo

Teams ”

‘ ~ & My calendar 4

It Testing Zoom for presentation
st

= B Feb 13:00 —13:30 —_—

—

@ Microsoft Teams Meeting rTjS
[

& https://teams.microsoft.com/l/meetup-join/... lD
Pla
(=) Chat with participants gz:
LAL

SZYWALA, Niamh (HERTFORDSHIRE COMMUNITY
MNHS TRUST)




Assign participants to breakout rooms Breakout rooms settings
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Teams integrated Apps

Breakthru

e Use Breakthru to
introduce microbreaks
into your day.

e Regular Micro
movements can improve
your overall physical and
mental health when
working.

Viva Insights

e Use Viva to manage your
Productivity, Teamwork
and Wellbeing.

e The productivity tab
allows you to check your
meeting habits through
different categories.

Updates

e Add Updates to your
team chats to request
frequent information
from those in the chat.

e Add the app to your
navigation pane to keep
an eye on updates
coming in.

Loop

e Loop is newly launched
product for N365 and
allows for easy
collaboration across your
Team.

e Loop integrates with all
your N365 apps to keep
ideas in one place.



https://www.microsoft.com/en-us/microsoft-365/blog/2023/06/12/how-microsoft-teams-helped-the-breakthru-app-bring-wellbeing-to-45000-organizations/
https://www.microsoft.com/en-us/microsoft-365/blog/2023/06/12/how-microsoft-teams-helped-the-breakthru-app-bring-wellbeing-to-45000-organizations/
https://www.microsoft.com/en-gb/microsoft-viva/insights
https://www.microsoft.com/en-gb/microsoft-viva/insights
https://learn.microsoft.com/en-us/microsoftteams/manage-updates-app
https://adoption.microsoft.com/en-us/microsoft-loop/
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Collaborators (7ien-sret) @
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Microsoft 365

< All apps

E Bookings

Simplify how you schedule and manage appointments
both inside and outside your organization,

Forms

Customize surveys and quizzes, get real-time results.

@ OneDrive

Safely store files, photos, and more.

. Power Apps

Build mobile and web apps with the data your
organization already uses.

m Project

Develop project plans, assign tasks, track progress, and
manage budgets.

o ToDo

List and manage your tasks.

,O Search

All Apps on Office.com
NHS

. Calendar

Manage and share your schedule.

’ Insights

Improve your productivity and wellbeing with
Microsoft Viva Insights.

ﬂ OneNote

Create a digital notebook.

P Power Automate

Sync files and more to simplify your work.

° SharePoint

Share and manage content, knowledge, and
applications to empower teamwork.

w Visio

Simplify and communicate complex information

u Delve

Get personal insights and relevant information based
on who you work with and what you work on.

. Learning

Keep leaming, keep growing with Viva Learning.

a Outlook

Email, schedule, and set tasks.

J Power Bl

Create actionable, dynamic, and engaging data
dashboards you can share with others.

’ Stream

Share videos of classes, meetings, presentations, and
training sessions.

B Whiteboard

Ideate and collaborate on a freeform canvas designed

a Engage

Connect with coworkers and classmates, share
information, and organize around projects.

- Lists

Allows users to create, share, and track data inside lists.

gq People

Group, share, and manage contacts.

‘ Power Pages

Unleash the power of Copilot to craft secure, low-code
business websites with ease,

Sway

Create interactive reports and presentations.

Word

Whrite, share, and make real time edits.

Hertfordshire Community

®)
a
&
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Excel

Budget, plan, and caiculate,

o Loop

Enabling teams to think, plan, and create together.

. Planner

Create plans, organize and assign tasks, share files, and
get progress updates.

° PowerPoint

Easily make presentations.

w Teams

Meet, share, and chat.

SZYWALA, Niamh ...

NHS Trust
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NHS

Hertfordshire Community
NHS Trust

N365 Application Support

Click on the application you would like to learn more about below. Each link will direct you to Microsoft learning portal which provides guides and tips on each product.

Please note some of these features may be limited due to the N365 tenancy

N365 Standard Products Help & Learning

o

Edge
OneNote
Teams
Forms
Visio
Planner
To-Do

Lists

Whiteboard

MSBookings/ Virtual Visits

Outstanding services
ealthier communities



https://support.microsoft.com/en-gb/microsoft-365
https://support.microsoft.com/en-gb/microsoft-edge
OneNote%20help%20&%20learning%20(microsoft.com)
https://support.microsoft.com/en-gb/teams
https://support.microsoft.com/en-gb/forms
https://support.microsoft.com/en-gb/visio
https://support.microsoft.com/en-gb/planner
https://support.microsoft.com/en-us/todo
https://support.microsoft.com/en-gb/microsoft-lists
https://support.microsoft.com/en-gb/viva
https://support.microsoft.com/en-gb/whiteboard
https://support.nhs.net/knowledge-base/virtual-visits-and-microsoft-bookings/
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