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Adding Voting buttons to an Outlook Message

Are you looking for a quick and easy way to collate information and receive responses to questions?
Voting buttons work in all versions of Microsoft Outlook and allow you to easily collect responses to questions
via Outlook e.g. Date availability or preferences
(Microsoft Outlook must be used to create message and respond to voting options)

Create a new Outlook Message
Select Options
Use Voting Buttons
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Select the voting button option you wish to use in your Outlook message
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Alternatively you can create your own voting button names by selecting Custom.....
Delete the default button names and create your own, separating the button names by using a semicolon

F - ™

Message settings

Security
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Voting Buttons will appear in recipients email
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To review tracking results and voting responses

Open the original message you wish to track (usually located in your Outlook Sent Items folder)
Select Tracking
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wou can view tracking information

Subject; | aboutthis item, including if
attendees plan to attend a meeting

and the status of delivery or read

receipts,

OpyLid 2

a) —
| Message |

N 223 | XA D P & e M=) B @

2 Related -
Message [Tracking|  Rephy  Reply Fonward | Delete Movetn Create Other | Block | jporjynp | Categorize Fallow Mark as Send to
o 4l Folder~ Rule Adtions= | Sender - Up~= Unread |« Select Onehlote
Show Respond Actions Junk E-mail = Options fa Find OneMote
This message was sent on 8/06/2010 2:30 a.m..
Reply Totals: Wednesday 1 Monday 0; Tuesday 0
Recipient Response
Sheree Quinn ‘Wednesday: 8/06/2010 9:30 a.m,

(n.b. By default, responses that do not contain comments are recorded in the original
message and responses that contain comments are kept in the inbox)
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