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The voting feature allows you to create a poll in Outlook by including
voting buttons in an e-mail message. When recipients respond to the
e-mail message using the buttons, you can tabulate the results of the

vote in Outlook.

Process Summary

Using Standard Voting
Buttons

Creating Custom Voting
Buttons

Using Voting Buttons to

1. Click the Inbox in the Navigation pane.

) Respond to a Message

2. Click the New button on the Standard toolbar to create a new .

. Tallying the Vote
e-mail message.

3. Address your e-mail message and fill in the subject and message area. Ask a question in the
body of message that the voting buttons will answer. In the sample below, a yes or no answer
will be required (Fig 1).
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Click the Options tab on the Ribbon.
5. Click Use Voting Buttons. A menu will appear (Fig 2, 1). %
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6. Click on one of the following options:

T
T

T

Approve;Reject - This is best used when seeking approval of a project or proposal.

Yes;No - This is best used when you need a quick poll taken and only a yes or no answer is
required.

Yes;No;Maybe -When you donét want to | imit choices to
an alternative.

7. Click the Send button.

You may create your own custom voting buttons when the standard buttons will not do the trick. For
example, you may ask your colleagues to choose among three dates for an event.

Click the Inbox in the Navigation pane.

Click the New button on the Standard toolbar to create a new e-mail message.

Address your e-mail message and fill in the subject and message area. Click the Options tab on
the Ribbon.

Click Use Voting Buttons. A menu will appear.

5. Click Custom. The Message Options dialog box will open (Fig 3).

Figure 3

Message Options
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Voting and Tracking options

@ [V] Use voting buttons:  December 1; December 5; December 12)
[ Request a delivery receipt for this message

[ Request a read receipt for this message m

6. Click in the white box beside Use voting buttons and type your custom voting buttons.
Be sure to separate your buttons with a semicolon; (Fig 3, 1).

7. Click Close. You will return to the Message dialog box.
8. Click the Send button.
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1. Open the message. Figure 4

2. Click the Vote button in the Respond group (Fig 4, 1). 'IE‘_E lg f) 3
3. Choose your response by clicking on it. A dialog box will appear. 5 _ ‘%

4. You may choose to Send the response now or Edit the response . Message

before sending (Fig 5).

5. Click on OK after making your selection (Fig 5, 1).

Figure 5
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6. A banner will appear at the top of the message alerting you to your response (Fig 6).

You responded Yes on Friday, November 07, 2008 3:23 PM. Figure 6

7. Close the message after you respond to it.
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Tallying the vote
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Each time someone casts a vote with a voting button, a message is returned to the original sender.

The sender needs to open each reply in order for the system to tally the vote.

1. Click the Inbox.
2. Open each reply to your message and then close them down.
3. Click the Sent folder and open your original message.

Figure 7
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4. Select the Tracking button in the Show group (Fig 7, 1).

5. Notice the response calculation at the top of the page. Each recipient is also listed with their

response (Fig 7, 2).




