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About Outlook 2007 Voting Buttons

With Outlook 2007 voting buttons added to a message, you can make @ [#] Use voting buttons: | Custom Butten 1; Custom Button 2; Custom Button 3 [=]

CIIJiCk, simple decisions with your team. [ request a delivery receipt for this message
["|request a read receipt for this message

Voting and Tracking options

Topics in this guide:

e Add Voting Buttons to a Message

* Respond to a Message by Using Voting Buttons 3 Finish writing your message, return to the Message tab, and then click
= Track Results and Responses / Send.
] Tips
Add VOtlng Buttons to a Message < In the subject line or the body of the message (or both), tell your

Add voting buttons by choosing from a list of default buttons or by creating recipients to respond by using the voting buttons.

custom buttons. - If you want a text reply as well as a voting button response (for
example, if you want information on why they voted a specific way), tell

1 Inanew Outlook 2007 message, on the your recipients to click a voting button and then to send a text reply also.

Ll
Options tab, click Use Voting J- = e
Buttons. ﬁl’ﬁl
Idse Woting Request a
Buttons 7[>,
2 Click a set of default voting buttons. e et
-OR - YesMo

Create custom voting buttons by clicking Yes;NojMaybe

Custom. In the Options dialog box, Custonm...
make sure the Use voting buttons
check box is selected, and then type
your customized button names. Separate the names with semicolons.
When you have finished, click Close.
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Respond to a Message by Using Voting Buttons Tip Use the Reading Pane to vote without opening a message. In the
Reading Pane, click the InfoBar (see picture below) at the top of the

message, and then click a voting option from the list. If there are more

On the Message tab, click Vote, and then click a voting button. : ) : .
1 g ’ ' 9 choices than can be shown, click More on the menu to view all the choices.
/[.., A" B B S Test 5 - Message (HTML] _mx
i - [a Business
- Message Report Rendering Problem 7]
yal - v . .
S 125 Move to Folder = s =/ Y ] o - - Should the company meeting be held in
' — _é] - x 155 Create Rule % s l_llg W] Arranged By: Date Mewsstentor |l Bellevue or Seattle? InfoBar
Capy vete Reply E:?DA‘IXI’I Forward Delete £ Other Actions Si‘r?gtr Mot lunk Cate%orlza FEI\K\JovW hd::z:; F\Td 5 Taday Kim Ralls Tue 1042512005 442 PM ’/
Caopy Approve d Actions Junk E-mail = Options = i Kim Ralls 4147 PV ;fute ::Jg dlicking in this Infobar and selecting your choice 1
= = tom the menu.
Should the company meeting be held in Bellevue or Seattle? ate: Bellevue
“Wate b fhee 25 an the Yote menu above, Don Hall ‘ [} Vorte: Bell
Vote: Seattle A

To send your vote, click OK. To add comments with your vote first, click
Edit the response before sending, and then click OK.

Track Results and Responses
) | 3 | Outlook 2007 automatically tracks voting button results for you.

Microsoft Office Qutlook

‘You have ch to d: . . . . .
ou have chosen to respand: Apprave 1  Open the original message. This message is usually located in the Sent

@ Send the response now Items folder.

| Edit the response before sending 72 On the Message tab, click Tracking.
[ Ok ] [ Cancel —— e
iy H9 0«9 7 -
= i . Message (7]
RN I ¢ LS R i = B : 5
sl B =S i} = I=ar s & safe Lists = I Y DRented r.?ﬁ‘_
Message | Tracking Reply  Reply Fonward  Delete Moveto Create  Other Block Mot Junk Categorize Follow Mark as Find Select Sendto
to Al Folder~ Rule Actions~ || Sender - Up~ Unread Onehlote
Show % Respond Actions Junk E-mail I Dptions I Find Oneiote
This message was sent on 4/18/2006 3:49 PM.
Reply Totals: Approve 1; Reject 0
Recipient Response |A
Kimn Rals Approve! 4/16/2006 3150 Ph :
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3 On the Tracking page, view the voting results.

Total Responses
\\
This messa 06 3142 PM.
Feply Tot&ls: Approve 2; Reject 1
—
F‘;;i-p-i'ﬁt/ Response -
Kim Ralls Approve: 4/18/2006 3:45 P
< Don Hall Approve: 4/18/2006 5:23 PM )
r Terry Adams Reject: 4/19/2006 9:25 AM
Individual Responses

Tip Also track responses by clicking the response header in replies to your
voting message, and then clicking View voting responses. In order for
this tracking to be available, the original message must remain in the Sent
folder of your Inbox. It cannot be deleted or archived.

Note If recipients send comments in addition to or instead of using voting
buttons, these comments are stored as regular e-mail messages in your
Inbox. They will not appear in the Tracking page of the original
message.

= B —————————————— —
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