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LEARN HOW TO USE THE DOODLE APP
A  H E L P F U L  T O O L  F O R  J M U  A D P  S T U D E N T S  I N  S C H E D U L I N G  
C O L L A B O R A T I O N  T I M E  F O R  G R O U P  P R O J E C T S

At the end of this lesson, you will be able to do the following on your own:

1. Access the Doodle App online.
2. Establish a free Doodle account.
3. Use Doodle to create a survey to find the best meeting time for a group.
4. Use Doodle to add (and edit) date and time options.
5. Use Doodle to invite people to participate in the survey.
6. Log out of your free Doodle account.
7. Use Doodle to check the results of the survey to determine best meeting date and time.

Not another 

group 

project!?!?



OBJECTIVE 1:
ACCESS THE DOODLE APP ONLINE

• Go to https://doodle.com
or 
• type “doodle” into your 

browser’s search bar.

https://doodle.com/


OBJECTIVE 2:
ESTABLISH A FREE DOODLE ACCOUNT

• Enter Your Name
• Enter You Email Address
• Create a Secure Password
• Click “Register”
Or
• You can Register using your 

Microsoft, Google, or Facebook 
Account



OBJECTIVE 3:
USE DOODLE TO CREATE A SURVEY TO FIND 
THE BEST MEETING TIME FOR A GROUP.

Determine your availability and the 
timeline of when the meeting needs to 
happen to ensure you meet due dates and 
deadlines.

First…Check your availability

Click on the “Create Meeting” Box  in group meeting 
column to Begin  creating the Schedule Survey.

Second…Create the Meeting



• …or You can also select 
from the Drop-Down List

• Add in Meeting 
Description in the 
”notes” Section

OBJECTIVE  3 :  (CON TIN UED )
USE  D OOD L E  TO  CR EATE  A  SUR VEY  TO  F I ND  TH E  

BEST  M EETING  TIM E  F OR  A  G R OUP .
Third… Details

• Create a Title For your 
Collaborative Session

• Add a location for the 
meeting or Type “Virtual” 
if you plan to hold the 
meeting Virtually…

• Then click “continue”



OBJECTIVE 4:
USE DOODLE TO ADD AND EDIT 
DATE AND TIME OPTIONS

First…Select your format
• Use the Month, Week, or Text Option to view time 

slots in the format of your choice.

• Your first time, it will prompt you to connect a 
calendar.  This will help you determine your 
availability when selecting dates and time.



O B J E C T I V E  4 :  ( C O N T I N U E D )
U S E  D O O D L E  T O  A D D  A N D  E D I T  
D A T E  A N D  T I M E  O P T I O N S Second…Add Options

• select the Date and Times you wish to select

For Month Format View:
• Click on the days
• Then select the time slots on the 

Right-side option window using 
the drop-down Menu

• Click ”continue”



O B J E C T I V E  4 :  ( C O N T I N U E D )
U S E  D O O D L E  T O  A D D  A N D  E D I T  D A T E  A N D  T I M E  
O P T I O N S

For Week Format View (recommended):
• Select a time block on the day you wish to 

select
• Drag the box down to extend the time block 

longer than an hour; or drag it up to shorten 
the time block.  It will default to this first 
setting.
• Click on other blocks and /or days to add 

additional options.
• You can click and drag the block to adjust 

the time frame or move block to another day.
• Click “continue” when all options are set.



O B J E C T I V E  4 :  ( C O N T I N U E D )
U S E  D O O D L E  T O  A D D  A N D  E D I T  D A T E  
A N D  T I M E  O P T I O N S

For Text Format View:
• Manually type in your date and time options

• When all Options are entered, click “Continue”



OBJECTIVE 5:
USE DOODLE TO INVITE PEOPLE TO PARTICIPATE IN THE SURVEY.

You will have 
two options 
to send the 

invite:

Option 1:
• Enter email address manually or 

Link your contact list
• Enter a message to invitees if 

desired
• Click “send”

Option 2:
• Copy the link
• Send the link in an email message 

created in your email platform



OBJECTIVE 6:
LOG OUT OF YOUR FREE 
DOODLE ACCOUNT.

• From any Screen in the app, At 
the top right portion of the 
menu bar, hover the curser over 
you name.
• Scroll Down to “log out”
• Click “log out”



OBJECTIVE 7:
USE DOODLE TO CHECK THE 
RESULTS OF THE SURVEY TO 
DETERMINE BEST MEETING 
DATE AND TIME.

First…Return to website.
• Log Back-in to website 
• Click on the Invitation you Review



SECOND…REVIEW INVITEE SELECTIONS
• Review the choices made by the 

participants you invited to the 
survey.

• Look for the dates with the most 
people available to attend. 

• Select the date that works for 
most that includes “yes” and “if 
need be” options. 

• If you have two dates with the 
same amount available, I 
recommend selecting the date 
with the most “Yes” answers.

Objective 7: (Continued)
Use Doodle to check the results of the survey to 
determine best meeting date and time.



OBJECTIVE 7 :  (CONTINUED)
USE DOODLE  TO CHECK THE  RESULTS OF  THE  SURVEY  

TO DETERMINE BEST  MEETING DATE  AND TIME.

Third…Select the Date

• Once you have date selected, 
Click “Choose Final Option”
• A pop-up box will appear to 

notify and confirm the best 
option based on Invitee Inputs

• Confirm your choice 
is selected, column 
should be highlighted, 
and star icon should 
be filled in.
• Click “Done”



A FEW HELPFUL TIPS…
• Have your availability figured out before you start
• Create a “respond by” date and include that in 

your message when you first send the invite.  
• You can turn on notifications to let you know 

when someone responds to the survey invite
• The Doodle App for your devices works great too!
• You will also find this App useful in your personal 

and professional life. 
• There are “premium” Features that are offered if you 

subscribe To a “premium” Plan.  Most of these you 
will never need for the purpose of organizing a 
team collaboration meeting but might be useful 
in other tasks.

References:
Pictures and screenshots taken from Doodle Website 
– https://doodle.com

https://doodle.com/


THE END

Thank you for watching 
my presentation!


