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Email
Tracking/Voting
Procedure

In this topic you will learn how to use the Tracking/Voting buttons to take a simple survey.
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Step  Action

1. Click the New button to begin a new mail message.
| aNew ~ |
2. Click the Options button in the new mail message.

Page 1



Training Gu
Advanced Ou

ide
tlook

ONDEMAND

PERSONAL NAVIGATOR

=

[B] Inbox - Micresoft Outiook

Sinew « | S B
File

Edit  View

Favorite Folders

X | Egreply ERReply to Al B Forward | FsendReceve - | EpFind @l | @ Typeacontacttofind  ~ | (@) !

Go Tools Actions Help ¥ ¥ cipersonal WOW W

Arranged By: Date

|Newest on top

T .

[ Tnbox

L) Unread Mal

L4 For Folow Up

[ Sent Items
All Mal Folders

=) €6} Mailbox - test5s
(&) Deleted Item:
[ Drafts
[[5 nbox
3 Junk E-mail
[ outbax
[ Sent Items

[ search Foldet

There are no items to show in this view.

Eﬁ Untitled - Message (Rich Text)

JSETES

Type a question for help

e e
{ i=ISend | g &
ial Importance: % Change security settings for this message.
= I— Sensitivity:  |Normal L‘.ﬁm
I— Voting and Tracking options
—I @ I Use voting buttans: | =

I™ Request a delivery receipt for this message
I™ Request aread receipt for this message
Delivery options.

@ I™ Have replies sent to:

Select Names. ..

[¥ Save sentmessage to: [SentItems

Browse. ..

|4 mail
] calendar
&-| contacts

|&] Tasks

I™ Donot deliver before:  [rione x| [1zooam =l
™ Expires after: [riane | [z00am =l
Attachment format: [oefmtt =]

Encoding: [auto-select

Contacts... | |
Categories... | |

Step
3.

L32[ = =
0 Items [L5] onine
Action
Click the Use voting buttons: option.
=l8lx]

new - | 3 B3

Edit

¢ File View

Favorite Folders

E] Inbox - Microsoft Outlook

X | Bgreply ERReply to Al B Forward | 5 send/Receive - | EpFind [l | @ Typeacontacttofind  ~ | (@) .!

Go Tools Actions Help ¥ ¥ cipersonal WOW W

Arranged By: Date v

|Newest on top

[ Tnbox

L) Unread Mal

L For Folow Up

[ Sent Items
All Mal Folders

=) €5} Mailbox - test5s
(&) Deleted Item:
[Z Drafts
[[5 nbox
3 Junk E-mail
[ outbax
[ Sent Items

[ search Foldet

There are no items to show in this view.

Eﬁ Untitled - Message (Rich Text)

Type a question for help

i "*‘ x|
ii=igend | [ S Ery
al Importance: | Normal Change security settings for this message.
Sensitivity:  |Mormal Settings. .
o | ty: [Normal Seaurity
I— Vating and Tracking options
@ [¥ Use voting buttang: | ApprovesReject =

I™ Request a delivery receipt for this message

I™ Request aread receipt for this message
Delivery options.
@ I~ Havereplessentto: |
[¥ Save sentmessage to: [SentItems

I™ Donot deliver before:  [rione x| [1zooam =l
™ Expires after: [riane | [z00am =l
Attachment format: [oefmtt =]

: [auto-select

Contacts... | |

Categories... | |

LlCaEz

0 Items

Page 2



L= |ONDEmMAND
PersonAL Navigaton

Training Guide
Advanced Outlook

Step  Action

4. Click the down arrow to access pre-selected votes or write in your own responses..

5. Enter the desired text into the message.
| Is Monday the best day for staff meetings?
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6. Click the Standard object.
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7. Congratulations, you have successfully completed the topic on tracking/voting.

End of Procedure.
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