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Message Processing in IQ5

Market: House, Senate

Description: These instructions teach users how to use the Message Processing View to sort,
reassign, and batch incoming mail from constituents across campaigns, bills, and individual
messages.

Message Processing View

The Message Processing View is designed to allow for a mail manager to review all the incoming mail
for an office, assign them all to batches, and assign Batch response rules to them. Once messages or
campaigns have been assigned to a Batch, and that Batch has a response rule, they are considered
Processed. These rules will automate the office’s response by assigning letters, issue codes, etc.
automatically and then sending those letters as a response to the constituents automatically on days
and a time of the office’s choice. Below are guides to each View within Message Processing.

Use the following links to jump to the corresponding topic:
Campaigns without Rule

Bills without Rule

Individual Unprocessed Messages

Awaiting Letter Approval
All Open Unbatched

All Open with No Letter
Batches Without Rule
Batches Without Letter
Ready to Send

Ready to Print

Possible Requests

1. Navigate to the Messages application.

2. Click on the Message Processing View, then Possible Requests. These are incoming
emails identified by 1Q for further review as they may be asking for a Service such as a
Casework.*Note: Your IQ Consultant must set up these background rules in order for
messages to be identified as possible requests.

3. Review these messages and choose to do any of the following:
a. Reply: You can reply by clicking the Pencil icon or double clicking on the incoming
email and typing out a custom reply or choosing a letter. Then click Send.
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b. Close with No Response: If the message will require no response or service, click
on the three dot icon and select No Response button to close it out.
c. Batch: If the message should move to a separate batch for further review, click

Batch icon IE'

d. Reassign: If the message should be assigned to another 1Q user to review, click on
the three dot icon, then Reassign and choose the correct staffer.

e. Add a Service: If the Message will need to be turned into a Casework, Flag

Request, etc. click on the Add a Service icon and choose the appropriate
Service.

Campaigns without Rule

1. Click on Campaigns without Rule.

2. Review the Campaigns information under the Summary tab, including how many open
messages there are and the Sample Message at the bottom. This will give you an idea for
what the Campaign is about.

Campaigns Without Rule v Find

Messages GV ReportV MoV aaeh ——

= Campaigns Without Rule (Total 13) By Open Message Count (Desc) V g x|
A covid resurgence???

Q v Campaign Name Create Latest Open No Total Rule
Iﬂ e - d Batch Created 8/23/2023
A Message Processi
il i an Summary Analysis Response/Autosend Discuss Logs
el
§ \A covid resurgence??? 8/23/20238/23/20233000 3000 3000 No Unkistehied ¢
— ount 3000
Campaigns Without |
Rule (13) Total Count 3000
Variations 2
Batches Unbatched(3000)

.= Open Count 3000

Responses

Sample Subject More COVID

Sample Message
How can we prevent this resurgence? | do NOT want to
mask up again. They weren't even effective. Are we going to
need more vaccines? When are we going to get a handle on
this craziness? | do not want our children doing remote

school. That was a catastrophe!

| Batch | wn ©

ERFOERD HSele

3. Click on the Analysis tab to review any message variations in the campaign that might
require further review.
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A covid resurgence???
Created 8/23/2023

Summary

2 Message variations

Response/Autosend Discuss Logs

Common Shared Unique Phrases

Common 3000 HOW CAN WE PREVENT THIS RESURGENCE
Common 3000 |DO NOT WANT TO MASK UP AGAIN
Common 3000 THEY WEREN T EVEN EFFECTIVE

Common 3000 ARE WE GOING TO NEED MORE VACCINES

Shared 2000 WHEN ARE WE GOING TO GET A HANDLE ON THIS
CRAZINESS

Shared 1000 WHEN ARE WE GOING TO GET A HANDLE ON THIS
CRAZINESS?

Shared 2000 1DO NOT WANT OUR CHILDREN DOING REMOTE
SCHOOL

Shared 2000 THAT WAS A CATASTROPHE

Common 3000 NERVOUS CITIZEN

4. After analyzing the campaign, you can also click on the Discuss tab to start/reply to any
discussions about this Campaign.

Summary Analysis Response/Autosend Logs

Add Discussion message.

Q

Batch e

5. Click on Batch.

f Campaigns Without Rule v Find g W Filter Result

B Messages Change V. Report V. More V. Batch

= Campaigns Without Rule (Total 13) ¢~
v Campaign Name Create Latest Open No Total

Row 1-ID 100176

LA X]

Rule A covid resurgence???

d Batch Created 8/23/2023
A Message Processing T Ten Summary Analysis Response/Autosend Discuss Logs
I A covid resurgence??? £/23/20238/23/20233000 3000 3000  No Unbatched Count 3000
Campaigns Without
Variations 2
- Batches Unbatched(3000)
— I Open Count 3000
. ™ Responses

Sample Subject More COVID

Sample Message
How can we prevent this resurgence? | do NOT want to
mask up again. They weren't even effective. Are we going to
need more vaccines? When are we going to get a handle on
this craziness? | do not want our children doing remote
school. That was a catastrophe!

. (oo o ©

6. Take one of the following actions:
a. Add Campaign to an existing Batch: Click into the All Batches field to view all
active Batches for your office. Choose one of these batches for your campaign.

ERFPOERD [Be.re |[WED

Page 3 of 12

Leidos proprietary 2024.
This information may not be used, reproduced, disclosed, or exported without the written approval of Leidos.



é\ Intranet Quorum | *Ieidos

Campaign Batch and Issue Update Rule X

All Open and future messages added to this Campaign will have these settings applied.

Batches
® All Active Unlocked © Remove Current

All Batches Rarantlv llead Ratrhae

/
| v 100312 - 09-16-2021 OUTREACH (0) -

le

100329 - 10-01-2021 ENEWSLETTER (0) has rule - has rule

IAFGHANISTAN RESPONSE UPDATES (752) - - has rule

BUDGET CAMPAIGN LETTER TRAINING (0) - 1

Issues CASEWORK RELATED (15) -
COVID RELIEF (10) - - has rule
COVID RELIEF 1/6/2021 1:33 PM (848) - + - has rule

COVID RELIEF WORKSHOP APRIL (495) -

COVID SCHOOL OPENINGS (6) -

Cancel
A

b. Add Campaign to a New Batch: Click on the ® icon to create a New Batch. Type
in the name of the Batch. Click Save.

Add Batch b4
Batch Name
TEST BATCH

Description

- |

7. Now you will have the ability to review/create the Batch Response Rules and the Batch
o
Auto Send Rules. Add/update the rules at this time by clicking the icon.

%
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Edit Batch Response

O Add to existing © Update if empty © Remove existing

TRAINING—For training purposes X

Issues
Affiliations

Bill

O Supports O Opposes @ No Position
Assigned To
[7] Include History

Letter Name

Sample Thank You Member - Leg Meetings

[ ] Create New Letter

Remove Rules

Close

Sample Thank You Member - Leg Meetings

Send on these days: () sunday Yy 0

03:00PM Q@

hours old before they are elligible for auto-sending.

Tuesday

Start Sending these messages at

Messages must be at least 24

12/31/2022 [m]

Stop automatically sending messages on

Remove Auto-Send

Wednesday

Edit Auto-Send X

Automatically approve and email all unrestricted open messages in this batch that have an approved version of the letter...

|7| Thursday Friday r Saturday

Close

8. Click Update. The Campaign (including all current Open Messages and future Messages
added to the campaign) has now been Batched with the Response Rules and Autosend

Rules assigned.

Campaign Batch and Issue Update Rule

All Batches
AFGHANISTAN RESPONSE UPDATES (752) - - hag @

Response Rules 0°

Issues For training purposes
Assigned To

Letter Name

Sample Thank You Member - Leg
Meetings

Autosend Rules 0°

Send on Monday, Wednesday, Friday,

Start Sending these messages at: 3:00pm

Messages must be at least 24 hours old before they
are elligible for auto-sending.

Stop automatically sending messages on 12/31/2022

Recently Used Batches
FEBRUARY 17TH BATCH (2058) - - has rule
COVID RELIEF 1/6/2021 1:33 PM (848) -hasrule

ENVIRONMENT (30) - - has rule

Update | Cancel

£

Top of Page
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Bills without Rule

1. Click on Bills without Rule.

2. Review the information about the Bill, in the Bill tab. This includes what the bill is about,
how many open/total messages there are for it, and how many campaigns are associated
with it.

= 2 R = -

B Messages

Change V. Report V. More V  Batch Row 1 - 1D 118HR0000000000897

= Bills Without Rule (Total 10) ¢ By Open Messages Count {Desc) V » B

i HR 897 - Alabama Underwater Forest Nati...
v Bill Sponsor Status
s Rep. Carl, Jerry L. [R-AL-1]
A Mess. P g L 118th Congress
e HR 897 - Alabama Underwater Forest  |Rep. Carl, Jerry L. [R-AL-1] = Introduced: 2/9/2023 ’
National Marine Sanctuary and i Introduced in House Bill Summary Actionsand Votes Response/Autosend
Protection Act }
Bill

HR 897 - Alabama Underwater Forest National
Marine Sanctuary and Protection Act

Sponsor Rep. Carl, Jerry L. [R-AL-1]

Bills Without Rule
(10)

Congress 118

I Campaigns 1
Total Messages 498

Open Messages 498

Unbatched 408
Messages
Open Detall 0 Custom letters assigned

0 Form letters assigned
498 No letter assigned

= o

R FOERD Hera WED

3. Click on Summary to learn more about the Bill.
4. Just as with Campaigns, click Batch.
5. Follow steps 6-8 from the Campaigns without Rule section.

Top of Page

Individual Unprocessed Messages

These are emails that IQ has received that are not assigned to any individual 1Q User. You can
then do one of the following:

1. Reply: Double Click on the message or click the in row action to send a Form Letter or

Custom Reply to the constituent.
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Approved Message for

@ C:
Response More Preview
N Comments
Cc/Bec From: "Congressman John Quorum'<ig training
Subject Method Out
RE: General AOG Question E-Mail
., Or — . p:
(] Limit to Codes & [] Include History ‘
Add Discussion message...
From:
Sent:Thursday, November 18, 2021 11:28:38 AM
To:

Subject:General AOG Question
Dear Attorney General,| have concerns about things that you are doing. These concerns lead me to

Alert these Users or Group:

have nuestions..auestions that | am now emailine vou to ask. | not onlv want to ask auestions. | m
[ ID#5008845
e On Hold || NoResponse | Batch = Send —— Close

Close with No Response: Click No Response if the Message should be closed out.

. 2
Individual Unprocessed Messages ~ Find o M Filter Result

Change V¥ Report ¥ More V' Batch  Reassign NoRsp  Finder Print Send 3 Row 1- 105005107

E = Individual Unprocessed Messages (Total 1) <2 By Date In {Desc] v x|
Approved E-Mail Assigned to Inbax

Q "] v Status Contact Outgoing
T Date In 3/6/2021
3 o Bella Test
ol s e 3 5 o
L1} H I Maria Martino Assigned: Inbox = Maria Martino &
= Director of Congressional Affairs Response: = Equal and Equitable Reopenings

Date In: 3/6/2021 U.S. Department of Health and Human Services  Salytation: INFORMAL - Maria

Incoming Contact Info Discuss Logs
o (v e e Centers for Medicare and Medicaid Services

N Hubert Humphrrey Building, Room 337H
L™ ject: i ings = g Source: E-Mail
Subject: Equal and Equitable Reopenings 200 Independence Avenus, SW source
=4 Washington, WA 202010001 aud E oot and £ [
e‘ training@igservicedesk.com - Budget and Economy - keonomy
OUT OF STATE; US Vet 5008131.eml 3¢ &7
@ Incoming Message: sporty monopadies nutsedge casuarina adios. N
Incoming Message
hijacking intersystem successional gawsy crouse.
[} From: training@igservicedesk.com *
o0 thyreoid soras incitement semei verbosely. Subject: Equal and Equitable Reopenings
ac
= assertiveness pianola bellows liveryman inordinacy sporty monapodies nutsedge casuarina adios.
(] hijacking intersystem successional gawsy crouse.
Bs
thyreoid soras incitement semei verbosely.
— Reply | No Response || Batch || assign Letter
ot
Send | wem

3. Batch: Click the Batch quick action or the |E| in row action and then select an existing
Batch or create a new one that the Message should be added to. Review steps 6-8 in the
Campaigns without Rule section for more information.

Individual Unprocessed Messages v Find 2= W Fiter Result
Change V Report W More V Batch Reassign  NoRsp Finder Print Send ﬂ Row 1 -1D 5005107
= Individual Unprocessed Messages (Total 1) <7 By DateIn {Desc) v/ LAX]

Approved E-Mail Assigned to Inbox

Uv Contact Outgoing Date In 3/6/2021

i € Bella Test . i o
I Maria Marting Assigned: Inbox = Maria Martino &
Source: E-Mail Director of Congressional Affairs Response: Equal and Equitable Reopenings
Date In: 3/6/2021 U.5. Department of Health and Human Services  salytation: INFORMAL - Maria

Centers for Medicare and Mediicaid Services Incoming Contact Info Discuss Logs
Issue: Budget and Economy Economy e o Medlcars ane Mesca e _ncoming
N . _ Hubert Humphrrey Building, Room -
3 o Source: E-Mail
Subject: Equal and Equitable Reopenings = s e ety source

Washington, WA 20201-0001 4 "
training@iqservicedesk.com BUD - Budget and Economy ECON - Economy

QUT GF STATE; US Vet 5008131.eml| 3§ &
Incoming Message: sporty monopodies nutsedge casuarina adios. -

Incoming Message
hijacking intersystem successional gawsy crouse.
From: training @igservicedesk.com *

thyreoid sorss incitement semei verbosely. Subject: Equal and Equitable Reopenings

’ sporty monapodies nutsedge casuarina adios
assertiveness pianola bellows liveryman inordinacy . porty P B
hijacking intersystem successional gawsy crouse.

thyreoid soras incitement semei verbosely.

Assign Letter

BDREFOERD @e.ra | wEOH

Reply | NoResponse

Send
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4. Reassign: If one or more messages should be Reassigned to another user, check the box
next to those Messages and click Reassign at the top of the page.

2l Individual Unprocessed Messag

ange V' Report V. More V' Bawh [ Reassign | NoRsp  Finder  Print  Send © Row 11D 5005107
E = Individual Unprocessed Messages (Total 1) » 8y Date In (Desc) ¥ » K
v Status Contact Outgoing Approved E-Mail Assigned to Inbox
= Date In 3/6/2021
S RAe 08elaTest i .
Approved E-Mail Maria Martina Assigned: Inbox = Maria Martino &
Source: E-Mail Director of Congressional Affairs Response: = Equal and Equitable Reopenings

Date In: 3/6/2021 U.5. Department of Health and Human Services  Salutation: INFORMAL - Maria

Issue: Budget and Economy Economy el

Subject; Equal and Equitable Reopenings = Cert Humahrre =
o g PENINES = 500 Independence

Incoming Contact Info Discuss Logs

Source: E-Mail
Issues:
BUD - Budget and Economy ECON - Economy

5008131.em| $ ¢
Incoming Message: sporty monopodies nutsedge casuarina adios.

Incoming Message
hijacking intersystem successional gawsy crouse.
desk.com *

e Reopenings

From: training@igse

thyreoid soras incitement semei verbosely. Subject: Equal and Equ

. . sporty monopodies nutsedge casuarina adios
assertiveness pianola bellows liveryman inordinacy .

hijacking intersystem successional gawsy crouse.
thyreoid soras incitement semei verbosely.

Reply  NoResponse ‘ Batch H Assign Letter

ERFOERD Mera wWED

Send | =mm

Top of Page
Awaiting Letter Approval

This view shows all Form Letters that have Open Messages tied to them that have not yet been
approved. Letters in this view should be edited and approved as soon as possible to ensure timely
responses to your constituents. To do this:

1. Click on Awaiting Letter Approval.

2. Click on the Letter to approve. Note you can see how many open messages are associated
with it in the Reading Pane on the right.
3. Click Edit to edit the content of the letter or click Approve.

a. *Note: If you have on Office 365 account, and have connected it to your 1Q5 (talk to
your 1Q Consultant for assistance), you can click Check Out to OneDrive and edit
the document in Word collaboratively with other Office 365 users. The most recently
saved version of the document can then be easily “checked in” to 1Q5.

4. Repeat with each letter until none remain.
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é\ Awaiting Letter Approval v Find W Fitter Result

Messages @New v Changs v Report vV More V/ Row 4 - 1D 101494
Vimrs = Awaiting Letter Approval (Total 19) ¢ By Creation Date {Desc) v | 4P = E
. r , Draft
> My Favorite Views [ v Document Created Assigned Size Status Revised e
A Message Processing
#1 100681 - 04-24-2024 4/20/2024  BellaStrom  23kb Draft 4/24/2024 LOCAL ECONOMY ISSUES 8923 v.1
Possible Requests (3] Outreach v.1 Created 8/9/2023
— Revised 9/20/2024
Campaigns Without (
@ Rule (19) # Icons v.1 9/8/2023 Training 24kb Draft 9/8/2023 General Details Fill-Ins Format Discuss Log
Profil
o, Bills Without Rule (10) All Open  Closed
=’
+ Individual " FIN 001 v.2 9/6/2023  Jonathan  24kb Draft 9/6/2023 Messages 2 2 o
@ Unprocessed — Kilgore Targeted Mail 0 0 0
Messages (7) | ’5 S = Newsletter 0 0 0
= # 'LOCAL ECONOMY ISSUES 8/9/2023  Jonathan 24kb. Draft 9/20/2024 o
o Awaiting Letter 8923 v.1 Kilgore X
82 Approval (19) ( Loading.
[-<] #5 STUDENT LOAN 3/30/2023  Jonathan 24kb Inactive 7/15/2024
All Open Unbatched FORGIVENESS CANCEL It Kigore
9 (16,498) vl
=
fll Al Open with No (
N Letter (16,427) #6 Letter to Agency 3/22/2023  Jonathan 23kb Request 3/22/2023
L Requesting Assistance - Kilgore Approval
Batches Without Rule FLO32223 v.1 {by Joy
(5) Betaharon) Edit  Check Out to OneDrive  Approve [ms= G e
Waiting for ig5 ighosted.com...

Top of Page
All Open Unbatched

Within this view you can see every open message for the office that has yet to be batched. Within this
view you can:

»
1. Reply: Double Click on the message or click the ? | to send a Form Letter or Custom
Reply to the constituent.
Approved Message for W -y x
@C:
Response More Preview
—re comments
Cc/Bec From: "Congressman John Quorum "<ig.training
Subject Method Out
RE: General AOG Question E-Mail

. or Custom Repl - )
(] Limit to Codes & [ Include History .

Add Discussion message...

From:

Sent:Thursday, November 18, 2021 11:28:38 AM

To:

Subject:General AOG Question

Dear Attorney General,| have concerns about things that you are doing. These concerns lead me to
have nuestions...auestions that | am now emailine vou to ask. | not onlv want to ask auestions. |

Alert these Users or Group:

ID#5008845
‘ Close

Row 1

Batch = Send

e On Hold.

Close with No Response: Click No Response if the Message should be closed out.

3. Batch: Click the box next to the messages that should be batched, then click Batch. Then
select an existing Batch or create a new one that the Message should be added to. Review
steps 6-8 in the Campaigns without Rule section for more information.

4. Reassign: If one or more messages should be Reassigned to another user, check the box

next to those Messages and click Reassign at the top of the page.

No Response

N
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5. Finder: Select all the Messages and click on Finder to have IQ scan through the emails
and present you with “campaigns” of similar messages that can then be placed into
Batches

Top of Page
All Open with No Letter

This view lets you see all open messages that may or may not have been batched, but have no Letter
assigned. Viewing the messages that have been Batched but have no letter assigned can help you
find Batches that don’t have a letter as part of their response rule. To do this:

1. Click on All Open with No letter.

Click on the L= 'icon.

Click on the Batch filter.

Click on the box next to the Batch name you want to view.
Click on the Response tab.

Click on the Batch name.

Click on Response Rule and edit to include a Form Letter.
Click Update.

©ONOOGAWNDN

Top of Page

Batches without Rule

1. Click on Batches without Rule.

2. Click on Response Rule and add the rules you'd like.
3. Click on Auto Send and add in an auto send rule.

4. Move to the next Batch without Rule and repeat.

Top of Page
Batches without Letter

This view lets you see any Batch that has a response rule in place but does not have a letter
assigned.

1. Click on Batches without Letter.
2. Click on Response Rule and edit to include a Form Letter.
3. Click Update.

Top of Page
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Ready to Send

This view allows you to manually email Form Letters to constituents for the whole office. A message
appears here if the message Status is Approved, the Outgoing method is set to email, and the Form
Letter assigned is also Approved. To send the letters:

1. Click on Ready to Send.

2. Click the Select All box.

3. Click Send.

= £ T -

= Change V. Report V. More V. Batch  Reassign NoRsp  Finder  Print O Row 1-1D 5035876
E = Ready to Send (Total 52 / 52 Selected ) ¢/ By Datein (Desc) v b » B
Q v Status Contact Outgoing | Spproved E-Mail Assigned to
d ate In 9/28/2023
1] H 1-X =1 i . .
Approved E-Mail Mr. Ozzy Ozbourne Assigned: = r. Ozzy Ozbourne &
§ Source: Telephone Call 12134 Dr C ized Senate Summary Contact Info Discuss Logs
Date In: 9/28/2023 Fairfax, VA 22033-5531 VA11 Staff Signature Template v.15 T
=~ Issue: Budget and Economy ~ O2¥b@fakemailcom Salutation: FORMAL - Mr. Source: XN I
< Banting Srd Foanes Newsletter Subscriber; USVet;Very  apoime Telephone Call ozzyb@fakemail.com *
04 Important Person Issues: From:
= Comments: Calling with concerns about banks and whether or not they should take all their money and put itin BUD - Budget and "Congressman John
@ their mattress. She is concerned about the banks failing. Wants to hide her money in a mattress Economy BANK Quorum"
= Banking and Finance <ig.training@training.!
Approved E-Mail Dr. Henry Raju Assigned: Ié' Comments: mhostedig.com>
Source: Telephone Call te Address Response: College Debt ®* Calling with concerns Letter Name:
(=) Date In: 9/21/2023 com Forgiveness v.1 about banks and Customized Senate
Ready to Print (16) Issue: Education Health Covid19 F'c™ er Subscriber; - Salutation: FORMAL - Dr. Raju whether or not they Staff Signature
8 should take all their Template v.1
mm > My Messages out the recent spike in COVID cases. Caller is concerned about the new wave of COVID money and put it in
Q > All Messages i their mattress. She is
> Batches concerned about the
E > Campaigns Approved E-Mail Mr. Johnny C. Bravo Assigned: Bri Quorum banks failing. Wants to
98, > Text Messaging Source: Telephone Call 399 m Dr Response: Digital Privacy Release [§  hide her money ina
¥ Vien .
& > My Lists Dits 1n:8/2/2023 ;::;::::ERMAL — | dit || NoResponse || Batch | [ Assign Letter || send ©
wen
Comments: Calling about passport issues, needs to be sent privacy release form.

Top of Page
Ready to Print

This view allows you to manually print Form Letters to mail to constituents for the whole office. A
message appears here if the message Status is Approved, the Outgoing method is set to US Mall,
and the Form Letter assigned is also Approved. To print the letters:

1. Click on Ready to Print.
2. Click the Select All box.
3. Click Print.
4. Choose your Print Type.
a. Itis recommended to print a Preview or Draft first to ensure the printer is working
and the letter will appear as desired once printed. When ready to close the
message, chose Final.

Choose the Printer.
Click Print Mail.

o O
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\ =0
=z Ready to Print ~ Find = W Filter Result

[><] Change W Report V  More W Batch  Reassign MNoRsp  Finder Send

\ Row 1 - 1D 5017050
E = Ready to Print (Total 16) <+ By Date In {Desc) V/ o e K
Q B St e Outgoing Approved US Mail Assigned to
018

Date In 2/16/2023

. Bella Test
'_’A_hbrovedﬂljsrh}ia

1 o
Mrs. Elissbeth Ann Quorum  Assigned: | = Mrs. Elisabeth Ann Quorum &

Source: Opinion 3123 Lee Hwy Response: Spring 2023 Form Summary Contact Info Discuss Logs
Date In: 2/16/2023 Arlington, VA 22201-4207 VAOB | atter v.1 —
5 Issue: Budget and Economy ~ M2rshasalehi@leidos.com Salutation: FORMAL - Mrs. Source: m T
Q COVID Relief Bill Newsletter Subscriber; US Vet Quorum Opinion 3123 Lee Hwy,
o Issues: Arlington, VA 22201~
S+ Comments: Constituent request
" — BUD - Budget and 4207
@ A 4 US Mail 25 Oetoh Acsiened Economy COVID - COVID Letter Name:
pprove ai 28 October ssigned: ' Relief aill .
il Source: No Incoming Incomplete Address Batch: FEBRUARY 17TH BATCH P fﬁszvl
— Date In: 10/28/2022 Response: FL Workshop 32023 " Constituent request Warning:
Ready to Send (52) Issue: Education v.2

) o - 1 of 3 duplicate letters
oo | Ready to Print (16) [ & to person and 1of 3 to
ac Approved US Mail Dr. October Five Assigned: household

> My Messages Source: No Incoming 22 Maryland Ave Batch: FEBRUARY 17TH BATCH N
e > All Messages Date In: 10/28/2022 Rackville, MD 20850-0350 MDOB  Response: FL Workshop 32923 [ 2022_Casework in IQ5.pp!

> Batches Issue: Education e G oo w2

i Neuwsletter Subscriber

> Campaigns —
33 > Text Messaging Approved US Mail Trihn Nguyen Assigned: P
= >MyLists Source: E-Mail Incomplete Address Response: GRAD STUDENTS FOR Edit || Duplicate || Batch || Assign Letter | Print e
) Date In: 4/23/2022 Trinh.Nguyen@mail house gov BETTER PAY - March 16 .1 -

Issue: Fducation

Print Letters

here would go options for bin commands and sort order and print type

Print Type
@ Draft OPreview OFinal OCopy O Envelope

Printer Bin Control

Top of Page
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