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How to create, launch and submit polls in 
a Teams meeting 
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In any Teams meeting, you can create a poll to get your participants to vote or choose 
options on one or more questions. You can do this before your meeting, during or even 
after. 

It does not have to be the meeting Organiser who creates and launches a poll.  

As a meeting Organiser or Presenter, you can use Microsoft Forms to create polls before 
your Teams meeting, then launch them during it so attendees can view and answer from 
any device (mobile, web, desktop).  

You can even poll attendees before your meeting and collect information ahead of it if they 
can access the chat. 

 

Create and launch polls before a meeting 
In your Teams calendar, find the meeting and right click on it. 

Select ‘chat with participants’ to reach the chat space for your meeting. 

 

Or  

Open your meeting invite  

 

 

Along the top select ‘add a tab’, then select Forms. Use the Search bar if you cannot see it.  
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Click or tap ‘Add’. 

 

 

Select ‘Save’.  

 

A new Polls tab will be added to the tabs along the top of your chat. 
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Setting up the poll 
In your Polls tab, select ‘Create New Poll’. 

 

(It will also give some poll suggestions of any you have created before which you can ‘select’ 
to re-use)  

Click onto ‘create new poll’.  

 

and then choose either a multiple-choice poll or quiz: 

• Multiple Choice Poll - Create your question or statement, and then provide answer 
options from which your audience can choose. 

• Multiple Choice Quiz - Mark a correct answer for your multiple-choice quiz. You can 
have a single option as a correct answer, or more than one if you select multiple 
answers. 
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 Multiple Choice Poll 

 

Type into Question field to set your question 

Type your choices into each of the Options fields 

Use ‘Add options’ if you need more than two options.  

Use the Multiple answers toggle button to allow more than one choice. 

 

As appropriate for your meeting, select Share results automatically after voting and/or Keep 
responses anonymous. 

 

 

 

 

Tick the ’allow others to co-author’ if you want others to be able to edit the poll. 
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Multiple Choice Quiz 
A very similar layout to the multiple-choice poll, but for this you need to make sure you tick 
the correct option(s). 

  

 

For both types of polls, once you have set your questions and answer, select Save. This will 
save your poll as a draft until you're ready to launch it during your meeting. 

 

You can launch a poll using either of these methods: 

• In the Polls tab, select Launch on the poll for which you want responses. You can do 
this before, during or after your meeting. 
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• Select the Polls icon in your meeting window, which will open a Polls pane for you to 
click on Launch. 

 

 

 

 

 

 

 

 

 

 

Alternatively, whilst it is still in draft form, you can click onto drop-down arrow and either 
delete the poll or further edit it before launch. 
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Completing the poll 
Meeting attendees will see your question-and-answer options in a poll notification that 
appears in the middle of their meeting screen. 

 

 

• Once attendees pick their answer, they'll select Submit and you'll be able to see their 
responses immediately. Meeting attendees also have the option of not participating 
in the poll by closing the poll notification (the X in top right) without picking an 
answer nor selecting Submit. 

• Only the meeting Organiser and ‘Presenters’ can create, manage, and launch polls. 
Meeting ‘attendees’ have the ability to respond to polls but can't edit them. (By 
default, all internal invitees are ‘presenters’ unless you manually change their role 
yourself)  

• Anyone (whether within your organisation or external) that has been forwarded your 
meeting invitation and is logged into Teams can vote using either the poll 
notification pop up during the meeting or in the chat window. 
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Results 
Go to your Polls tab or Polls pane to see real time results of polls that are collecting 
responses. 

 

Once closed, you can see the results on the chat space of your meeting 

 

 

Or go into the Polls tab along the top of your meeting chat. 
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Tips:  
• Polls that have been launched and are accepting responses will be marked in red 

with LIVE in the upper left corner of the poll. 

 

• If you want to close a poll, export poll results or a delete a poll, select the drop-down 
list next to View results and select Close poll, Export results, or Delete poll. 

 

 

• Polls that have been closed and are no longer accepting responses will be marked in 
dark grey with CLOSED in the upper left corner of the poll. 

 

• If you want to reopen the poll, select the drop-down list next to Export results and 
choose Reopen poll. 
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Exporting your poll 
Exported polls will appear in your Downloads folder in File Explorer and will be an Excel 
spreadsheet with the results (names, times, responses) 

There are automatically filter boxes on each column for you to sort the responses how you 
want.  

 

 

 

 

 

 

 

 


