
 
 
 
 

MYOB EXO tip of the week 
 

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 
 

Select the voting button option you wish to use in your Outlook message 
 

 
 
 
 
 
 
 



 
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 
 
 

 
 
Voting Buttons will appear in recipients email 
 

 
 
 
 

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 
 

 
 

 
 

(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) 


