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Batching Messages in IQ5  
 

Market: Federal/State/Local, House, Senate  

Description: Mail that comes into IQ that is not sorted as a Bill Related Message or a Campaign 

Message is considered an Individual Message. These individual messages can either be placed into 
Batches or can be responded to one at a time. To optimize the correspondence for these individual 
messages, the best practice is to Batch individual messages that have common attributes (i.e., 
issues) and reply to all using a Form Letter. 

These instructions teach users how to find and Batch Individual Messages assigned to a user in IQ. 

For instructions on how to send responses to messages, see the Replying to Emails or Printing 

Letters guides.  

Batching with the Finder Tool 

1. Using the My Work Summary tile on the Homepage, click on My Open Unbatched 

Messages. 

a. *Note: If you do not have the My Work Summary tile, scroll to the bottom of your 

homepage and click on the Add Tile button to find/add it. 

 

2. Select all of the Messages →  Click on Finder. 
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3. Choose a percent similarity for IQ to search for amongst all of the selected emails. 

4. Click on Find Campaigns. 

5. IQ has now looked through all the emails in the selected list and found potential “campaigns” 

that can be batched, as well as separated out the individual emails that did not meet the 

chosen criteria. Click on Explore Campaigns. 

 

6. Click on a found campaign and read the sample Subject and Message. Once the topic of the 

campaign is understood, click on Batch. 

 

7. Click into the All Batches dropdown to select an existing batch. If no Batch exists, click on the 

 icon to create a new Batch.  



 

 
Page 3 of 5 

Leidos proprietary 2025 
This information may not be used, reproduced, disclosed, or exported without the written approval of  Leidos.  

 

 

8. Review or Create the Batch Rules. These will determine what settings are applied to 

messages that go into the Batch, such as the Issue Codes, the Staffer Assigned the 

Messages, and what Form Letter response will be assigned. 

9. Click Update.  

 

 

Batching with Filters & Key Words 

1. Using the My Work Summary tile on the Homepage, click on My Open Unbatched 

Messages. 
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2. Click on the  icon to open up the Filters.  

3. Click on Filters that will help identify Messages that are similar to each other, such as Issue Code, 

Month In, Today’s Mail, Campaign Name, etc.  

 

4. Review the Messages in the list and either: 

a. Select all of the Messages →  Click on Batch →  follow steps 6-8 above. 

b. Select only certain messages that match →  Click on Batch →  follow steps 6-8 above. 

5. Use the Search Bar at the top of the page to type in Key Words that can also help to find similar 

Messages.  

a. Utilize the  icon for more advanced options. 
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