
A glance into N365
An overview on the latest apps available for you to 
utilise and enhance your productivity.

Please reserve all questions until the end. Thank you! 

Niamh Szywala – Digital Application Support
Hertfordshire Community NHS Trust



What are we covering today?

Q&A Polls Whiteboard Live Captions PowerPoint Live Breakout rooms

Breakthru Viva Insights Updates Loop All Apps Additional 
Resources



Q&A In Teams

About

•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

•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

•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


Q&A In Teams



Polls in Teams (MS Forms)

About

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

Benefits

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

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

• Lots of different and creative ways to be interactive with participants

• There are options to keep responses anonymous and to share results with participants as they come in

HCT Best Practice & Things to Note 

• Forms access may be managed by your IT department.

Resources

• 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


Polls In Teams (MS Forms)



Polls In Teams (MS Forms)



Whiteboard in Teams

About

• 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

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

HCT Best Practice & Things to Note 

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

Resources

• Click here for further training and information for Whiteboard

• 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


Whiteboard In Teams



Live Captions

About

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

Benefits

• Allow people to take control of their individual needs without needing to ask

• Build in captions visible to only those that turn it on

• Customise your caption settings to suit your individual needs 

Things to Note

• 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


Live Captions In Teams



PowerPoint Live

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.

• 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 

• If 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

Resources

• 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


PowerPoint Live



Breakout Rooms

About

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

Benefits

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

• Manage participant movement, by allowing them to move in and out of the breakout room back into the main room

• Set time limits on the rooms to keep your meeting/ workshop on track

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

HCT Best Practice & Things to Note 

• 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


Breakout Rooms (live-organise)



Breakout Rooms (pre-organise)



Breakout Rooms (pre-organise)



Teams integrated Apps

Breakthru

• Use Breakthru to 
introduce microbreaks 
into your day. 

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

Learn more about 
Breakthru

Viva Insights

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

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

Lean more about Viva 
Insights

Updates

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

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

Learn more about Updates

Loop

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

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

Learn more about Loop

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/


Breakthru



Viva Insights



Updates



Updates



Loop



All Apps on Office.com



N365 Application Support

N365 Standard Products Help & Learning

Edge

OneNote

Teams

Forms

Visio

Planner

To-Do

Lists

Viva

Whiteboard

MSBookings/ Virtual Visits

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

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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