SKILL BUILDING TIP: DOODLE

Washington State

Executive Assistants Group
PO Box 4275 Tumwater, Washington 98501

www. executiveassistantsgroup.com




AGENDA/SUMMARY SLIDE

* INTRODUCE DOODLE

* SHOW YOU HOW TO USE IT

*Q&A
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DOODLE

WHAT IS IT?
A FREE scheduling tool to coordinate meeting participants

» Easy touse

> Flexible parameters to include:

7

% Multiple meeting dates

/7

% Multiple meeting times
% Multiple participants
» Allows participants to see others’ responses and comments

» Provides easy analysis of results




DOODLE



STEP | - Go to Doodle Website

www.doodle.com
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http://www.doodle.com/

Step 2 - Follow Instructions

- N/A for Free Account
Doodle

Schedule an event Meeting title

1. General» 2 Time suggestions » 3, Settings v 4, Invite

F Title
1? | Executive Assistants Group - Fall Conference |

Location optional
Location (optionali /

|e.g., 1600 Amphitheatre Parkway, Mour Search map I

Description (optional) Use dESCprtIOn tO
El:rﬁz?ngg?gu:is survey to help us select a date far the Fall Conference by Friday, June 3. % prOV|de meetlng detalls’
* Provide your name — .

* prss SavE Instruct users how to
respond

Feel free to comment on the process (just remember to SAVE again so we can see your
comment), ;l

Y¥our name

|Les|ie Pope

E-mail address (recommended)

[leslie pope@arts.wa.gov | <« Provide your email address

If you supply an e-mail address, you will receive the
link to adrinister your poll. This will not create a
MyDoodle account autoratically,
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Step 3 - Set Up Survey

Doodle 2. Time suggestions

Times
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1. General» 2. Time suggestions ¥ 3. Settings ¢ <L Invite

Cratie ame-Ione UDpt v

1- Genel’al 2 Teme 1 Tine 2 Time 3

# Mon, AV 2300 930 am 30-30¢0 1130 am 3mipgn
f Wed V15/11 S ow o3 e IOty 1590 e 7% dam
Days 8 Ty, 2720V 1800 10 11 00 am
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Get creative and use the time slots for other
options including location, menu selection, etc.
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|t | 4. Invite

You send the invitation
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Step 4 - Send Poll/Administer

@ Inbox Search Inbox
E; '@ From Subject Categories Received

= Date: Today
Doodle Doodle: Admin Link for "Executive Assistants Group - Fall Conference” Tue 05/31/2011 11:49 AM

DO NOT forward this mail.
Use the following link to edit or delete your pall for "Executive Assistants Group - Fall Conference™
http://doodle. com | THevguda9w 2mnaa 75k 2uxchs fadmin
Doodle Doodle: Link for poll "Executive Assistants Group - Fall Conference” Tue 05/31/2011 11:49 AM
‘You have initiated a poll "Executive Assistants Group - Fall Conference” at Doodle. The link to your poll is:

http://doodle. com/7tkvgx889w2mn8a7
Share this link with all those who should cast their votes. Do not forget to cast your vote, too. (Ify...

Use Admin link to view survey; proof, etc.,

Use link for pool to send to participants
Doodle’

Executive Assistants Group - Fall Conference Lo .
sty (S ¥ S A Participants see this

Fleane ue e sutvey 10 belp wt sefact » dade or the Fall Conferarce by Frdes Jute 3. Remnamiber ¢

® Driwade yOLE MTe . d

" fress 52 winaow
Feel free o comment on the process (st remender 1o SEA 300N 10 we C8n pee your comment)
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Step 5 - Review Results

Executive Assistants Group - Fall Conference

Elegts Uss s survey 10 Nelp us sedect & date or the Eal Confersncs by Fodas Lics 3. Bamember (0
¥ Je your

f ~WE

Fuowl Wou COMIMa ™ | her ! ME wom - v - -

Conclusion:

Communicate date selection and
meeting details to participants via
email.

Survey results are easily
viewed; note trends and
decide on a meeting date.
See comments for
additional input.

Results can be exported to
Excel; comments may not
export with survey results.
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www.doodle.com

Follow instructions
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Explore options
*Free and easy
*Fee pay for more options

Q&A



http://www.doodle.com/

