Using Doodle for
Scheduling
Doodle.com is a great tool for finding the best meeting time for group. With Doodle, you
can set dates and times that are available, email the link and find best time for everyone
involved. To create a Doodle Poll:
1. Go to the site: Doodle.com and select “Schedule an Event”

2. Enter the required information
and click “Next”
**Note: Entering a location and description is optional. While eliminating the location is trivial, including a
description for the poll may be useful to explain what the poll is for.

**You may notice the option to create a doodle account. Creating an account in Doodle
is free and can be created using your OSU email address. By creating an account, you will
be able to easily locate and monitor the progress of your poll to see who has responded
and what their selections are, as well as edit an already created poll.
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3. Select the possible dates and times
that you would like the participants to
choose from. You may select a variety of
dates and times.
*Providing too many possible dates or
too few could affect your results for narrowing down a date.

* You may enter a time frame for your
meeting (10:00-3:00) or a specific time
(1:00) based on your needs.
**You may also enter a several time options for a given date.

4. Once you have completed these steps,
click next.
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5. Once you click “next” a new
page will open, where you can adjust settings. Most of the time,
you will want to choose “Basic
Poll”. However, if you are needing
to set up a hidden poll, require
participants to choose only one
option or limit the number of participants per option, you will want
to scroll down the page to select
these options.
*Hidden Polls are useful if you
need to keep the responses hidden
from the respondents. If you leave this selection unchecked, participants are able to view
the selections of others.

Once you have chosen your options,
click “next”

6. This will take you a page where you
can choose to have the poll sent to
you, or you can enter the address for
the participants. It will probably be
easier to select “You send the invitation”. This option will email you the
link to the poll. This will allow you to
have access to your Outlook address
book, instead of having to enter each
email address into the poll.
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7. Once you click “finish”, you will receive several emails. Look for the email that contains the link.
Email 1:

Email 2: Contains

8. You may copy and paste this into a new email or
simply forward this message to your participants.

At this point you can begin monitoring the responses using the participation link located
at the end of the poll’s creating. This is where setting up an account could be useful.
(mentioned on the first page)

To the right is an example of what a
completed poll might look like

If you have any questions regarding Doodle, please contact your DASNR IT Support
Specialist

