
 

Doodle simplifies scheduling 

 

 

The scheduling tool you'll actually use.  

Find a date for a meeting 2x faster! 

 

If you’re trying to find a convenient time to meet several people try a simple scheduling app like Doodle. 

– The Wall Street Journal 

 

Doodle is a free scheduling/polling tool that allows others to see your availability and easily select a 

time that is convenient to you and the group you are attempting to meet with.   

Pilot Details: 

 Use only for regular hearings 

 Obtain email addresses for both parties 

 Poll title should be ____ vs _____  docket number ______ 

 Location will be the office the hearing will be held in 

 Description should be regular hearing 

 Once the poll is completed the chosen dates are to be sent/emailed to the requesting party 

 Be sure to close the poll when you are finished 

 

Let’s get started: 

In your web browser enter the following URL: http://doodle.com/ 

If you choose to create an account, be sure to use your state email address.  You will need to enter 

the authentication code that is sent to your email address and create a password to finish your 

account set up. 

 

http://doodle.com/


Select “Schedule an event” The following page is displayed 

 

 

 

 

 

 

Complete the following information 

Title:   Name of meeting. 

Location:   Where the meeting will be held. 

Description:  Allows free text for meeting attendees to understand what the meeting will address. 

Your Name:   Meeting scheduler. 

E-mail Address: Who will handle the administration of the poll? 



 

 

 

 

 

Next you will enter your availability by selecting the appropriate dates you are willing to meet with 

your group. 

All dates selected will appear to the right of the calendar.  

You have the ability to deselect the date by simply clicking on the date a second time to remove that 

date from your availability. 



 

 

 

 

 

Now that the dates have been selected you will need to enter the times you are available for each date 

you selected. 

Please note:  Meeting times are not required and if left blank the time will not be specified. Meeting 

attendees will only have a date with no time associated. 

When all times have been entered click “Next”.  



 

 

 

 

Doodle does have a paid version that allows for additional features.  We will not address those 

features in this manual. The Doodle tool we are using is the free version and as a result we will run 

only the: Basic Poll 

Click” Next” on this screen 

 



 

 

 

 

 

 

 

You are now ready to invite your group to take the poll. Be sure to select the option:  

Only invited people can participate. 

You do have the option to participate in the poll by selecting the check box. 

Enter the email addresses for your poll. You have the ability to invite up to 20 individuals to participate in 

the poll. 

Provide participants with any special instructions in this free flow text area. 

Click finish when all addresses have been entered. 

 



 

 

 

 

 

This is a preview of the E-Mail your participants will receive.   

Any special instructions provided from the screen will display in this area. 

The e-mail contains a link for your contact to immediately participate in the poll. 



 

 

 

 

 

 

 

You will receive a notice in your mail box each time one of your participants completes the poll.  Once all 

participants have completed the poll, you will need to close your poll. 

Go to the Administration Tab. 

Click on “close poll”. 

The date and time all participants are available will be highlighted in the Table View.  You are now ready 

to schedule your meeting for the date and time indicated by the completed poll. 


