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Requirements
• You must have a licensed (paid) account. You cannot set up 
polls if you are using a free account.
• The host needs to use a laptop or computer in order to 
launch polls during an event. Participants can respond to the 
polls from a mobile phone or a laptop.
• You need to turn the option on in your setttings to set up 
polls. Follow these steps:

Enter the address:
zoom.us
Then click ENTER 
on your keyboard. Then click on 

‘‘SIGN IN’’.

https://zoom.us/
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Enter your 
email address 
and password.

Then click on 
‘‘Sign In’’.

In the PERSONAL section, 
click on ‘‘Settings’’.

Alternatively, in the ADMIN section, 
click on ‘‘Account Management’’ 
and then on ‘‘Account Settings’’.
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Then scroll down to the ‘‘Meeting (basics)’’ tab, 
and the ‘‘Meeting Polls’’ option.

In ‘‘Meeting Polls’’, check if the button is 
blue with a white circle on the right. 

If it’s grey with a white circle on the left, 
click on it to activate the option.
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It’s done! You can now 
use the polls feature.
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To create a poll you need to log in to your Zoom account from 
a web browser (Microsoft Edge, Google Chrome or Mozilla 
Firefox). You cannot create a poll from your phone or tablet.

Please note that you can create or edit a poll before or during 
a meeting that you are hosting. We do not recommend 
that you create a poll during your meeting because your 
participants may get frustrated waiting for you to finish.

This is how you create a poll on Zoom:

Then click on 
your event.

Firstly go to the ‘‘Meetings’’ session.
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Then scroll down to the bottom of the page.

This is the poll section.

Click on ‘‘Add’’ 
to create a poll.
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First, give a title to your poll, so that you 
remember what it is about.

You can 
choose to 
make your poll 
‘‘anonymous’’ 
so that you 
don’t collect 
personal 
information 
about the 
participants.

Tick the 
‘‘Multiple 
choice’’ box 
if you want 
participants 
to select more 
than one 
answer.

Enter your 
question.

Enter the 
possible 
answers.
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You can add 
up to 10 
questions per 
poll.
Click on ‘‘Add 
a Question’’ if 
you need to.

Then 
enter the 
information 
about your 
new question.

Click here 
if you need 
to delete a 
question.
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When you have finished 
your poll, click on ‘‘Save’’.

You can now 
see your poll 
in this box.
You can edit 
it or delete it 
here.

Click on ‘‘Add’’ 
to create a 
new poll.
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You can create up to 25 polls per 
meeting, with up to 10 questions 
in each poll. That’s 250 questions!
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In this section, we will learn how to run a poll during your 
Zoom meeting.

Remember: You need to use a laptop or computer to launch 
polls during a meeting. 

Participants can respond to the polls from their mobile phones 
or on a laptop/computer.

Firstly, start your 
Zoom meeting.
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To launch a poll 
during your meeting, 
click on the ‘‘Polls’’ icon.
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You may not see the ‘‘Polls’’ icon, if you use 
a small screen or if the chat box is open.

If you cannot 
see the ‘‘Polls’’ 
icon, click on the 
‘‘More’’ icon.

Then click 
on ‘‘Polls’’.
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The ‘‘Polls’’ 
window will 
open. Click on the arrow 

to see all the polls 
you created.

Then select the 
poll you want to 
launch.
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Click on 
‘‘Launch 
polling’’.

The poll 
is now 
displayed on 
participants’ 
screens.
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You can now 
see their 
answers live. Click on ‘‘End 

polling’’, once 
all participants 
have replied.

At this point, 
only you 
can see the 
results.

Click on 
‘‘Share 
results’’, if you 
want to share 
them with the 
participants.
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The results 
are now 
displayed on 
participants’ 
screen.

When the 
participants 
have read the 
results, click on 
‘‘Stop Share 
Results’’.
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But be careful, as re-launching 
a poll will erase the data from 
the previous answers.

If you need to do a poll a second time, you can 
do this, by clicking on ‘‘Re-launch Polling’’.
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You can download the responses from the participants to your 
polls during or after an event.

This is how you do it:

You can download all the responses 
collected so far, during the meeting.

To ‘‘Download’’ 
click here.
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Then ‘‘Open’’ or 
‘‘Save’’ the file.

The document will 
show you all the 
responses in no 
particular order.

Please note that the names 
of the participants will 
appear here, if you didn’t 
click ‘‘Anonymous’’ when 
you created the polls.
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You can also download all the responses after 
the end of the meeting, in your Zoom account.

Scroll down 
under ‘‘Admin’’.

Click on 
‘‘Reports’’.
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Scroll down.

Click on 
‘‘Meeting’’.
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Click on 
‘‘Poll Report’’.

Select the date 
of your meeting.
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Click on 
‘‘Poll Report’’.

Click on 
‘‘Search’’.

Then click on ‘‘Generate’’
next to your meeting.

To open or save the document, 
click on ‘‘Download’’.
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Other ways to run a poll

during your Zoom meeting

Chat box: You can 
ask the participants 
open questions 
by using the Chat 
feature on Zoom.

Raise Hand: You can ask your participants to use 
the ‘Raise Hand’ feature to vote during a meeting. 
Click on the ‘‘Reactions’’ icon, then ‘‘Raise Hand’’.
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Annotation: You can also ask participants 
questions and ask them to write their answers 
using the annotation or whiteboard features.
The annotation feature is available once you 
share your screen (a PowerPoint, for example).

Online tools: There are 
some free or paid online 
tools that you can use 
with participants via the 
‘‘sharing’’ feature on 
Zoom. For example, you 
could run some quizzes 
or polls using Kahoot!
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