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Batching Messages in 1Q5

Market: Federal/State/Local, House, Senate

Description: Mail that comes into 1Q 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 1Q.
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.

My Work Summary

My Messages
Open 7,266
Open and Unbatched 6,959
Today's Incoming 1
Approvals Granted 1
Approvals Requested 15
Messages Needing My Approval 10
Active Batches 14

My Services

2. Select all of the Messages = Click on Finder.

= @ My Open Unbatched v Find FE W Fieer Resul

M Change WV Report W More V' Batch Reassign ~ NoRsp Print Send

= My Open Unbatched (Total 6,959) -
Q Status Contact

]

pl L i @R@e 265

#1 {Approved E-Mail' Captain Conor Quorum
- e z
b Source: Telephone Call L2l SiEEt

Date In: 10/15/2024 conorquorum@fakemail.com
) Issue: Budget and Economy Health For training purposes e e Sl e i e e
Q Comments: Please abolish Daylight Savings Time. We should get rid of daylight savings!
04 A\ Outgoing Message:
= Letter begins here.
Page 10of5

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



é\ Intranet Quorum "Ieidos

3.
4
5.

Choose a percent similarity for IQ to search for amongst all of the selected emails.
. Click on Find Campaigns.
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.

Messages X

Adhoc Campaign Finder

Campaign Similarity
O 90 Percent O 80 Percent | ® 70 Percent | O 60 Percent ©O50 Percent O 40 Percent O 30 Percent

12 campaigns and 36 individual messages in 0.01 Minutes.

Explore Campaigns E

Find Campaigns | &=l
Vi

6. Click on a found campaign and read the sample Subject and Message. Once the topic of the
campaign is understood, click on Batch.

Adhoc Campaign  ~ Find

€ Bach  Change Dats and Status fow 1 - 1D campaign_10001
E = Adhoc Campaign (Total 13) © By Campaign 1D (Asc) v o X|
Q v Campaign Name Created Latest Open No Batch  Total People should stop using their

. . "

sl f@a=0 SPEAKERPHONE in public places!

#1 NO MORE public speakerphone usel 3/21/2023 3212023 1959 1999 1999
= B Summary Analysis

2 Is climate change causing wildfires? 7/30/2023  7/30/2023 1999 1999 1399 Batches Unbatched(1999)
[ Responses
2 = We demand affordable health care now! 6/30/2024  £/30/2024 999 999 299 1999 gpen messages are not assigned a
P response

# g 6/21/2024  6/21/2024 500 500 500

Let's End Homelessness Together 21/2 sample subject
i People should stop using their SPEAKERPHONE in

o Let's End Homelessness Together 6/21/2024  6/21/2024 500 500 500 ¥ gublic places!
2 h lus! 2/8/2020  12/8/2020 4 a7 197 Sample Message

* i 1 12/8/2020  12/8/20 97 49
= Pass the Stimulus : To Whom It May Concern,
@D & Warsis the new frontier! 416201 47162021 45 4 4 I am writing to you to ask assistance in regulating the use of
fiir the cell phone speakerphone in public places. Our modern

Student Loan Forgiveness: Cancel it all! 4/8/2022 4/8/2022 16 16 16 society has enough noise pollution and | feel that we don't

need to add to it. People should also be motivated to keep

7|

Make healthcare more affordable! 1/1/2021 11202 1 un 1 . —
Change Data and Status~ Send  mam e

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.
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Campaign Message Batch Update x
Batches

@ All Active Unlocked O Remove Current

D Recently Used Batches
e EQUITABLE EDUCATION (0] - Jonathan Kilgore - has rule

Cancel

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.

Batches
® All Active Unlocked O Remove Current

ANl Botches

o Recently Used Batches
LOCAL ECONOMY ISSUES (3291) - Jonathan Kilgore - has rule x v ¥

EQUITABLE EDUCATION (0) - Jonathan Kilgore - has rule

Response Rules

Issues
Budget and Economy; Housing and Urban
Development

Assigned To Jonathan Kilgore

Letter Name LOCAL ECONOMY ISSUES 8923

Autosend Rules p°

Update Cancel

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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My Work Summary

My Messages
Open 7,266
Open and Unbatched 6,959
Today's Incoming 1
Approvals Granted 1
Approvals Requested 15
Messages Needing My Approval 10
Active Batches 14

My Services

2. Click on theL— 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.

hange ¥ Repart V. More V' Batch  Reassign  MoRsp  Finder

:
= My Open Unbatched (Total 6,959) <~

Q v Status Contact Outgoing
[l HER 1-1 Y=L
> Campaign 5 L Approved E-Mail Assigned: Jonathan Kilgore =
F i | Source: Telephone Call Response: (cony 2) New State Form Letter Templats -
Date In: 10/15/2024 ] inevls
» Issue: Budget and Econamy Health For training purposes. : Salutation: FORMAL - Captain Quorum
L %5 Comments: Please abolish Daylight Savings Time. We should get rid of daylight savings!
o A Outgoing Message:
Letter begins here.
. * AgeinDays ¥
e > Age in Business Days
> Incoming Subject #2 Approved E-Mail Assigned: lonathan Kilgore
& > Campaignid Source: Telephone Call Re[ponse_r )
Date In: 10/14/2024 Salutation: FORMAL - Dr. Seven
> Latest Completed Message ! .
= Issue: Housing Markst Issues with interest rates
> Dateln
[> mem o | "
0 > Yaarin -
= > Data Out Commants: Concerned with rising interest rates and lack of affordable housing in Minnesota.
== > Menth Out
N
BY > onte email viewsd s Approved E-Mail Maggle Assigned: lonathan Kilgore
2 Month Email Viewed Incomplete Address Response:
> s ewe Salutation: FORMAL - Maggie
> Delivery Agent

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.

—
O_

a. Utilize theL=21 icon for more advanced options.
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My Open Unbatched

Messages

Filter List #

Selected Filters:

E3 ENV-Environmental

> Issue Code

> Campaign Name

> Campaign Status

> Today's Mail

> Has Batch

> Batch

> Source

> Agein Days

> Age in Business Days
> Incoming Subjact

> Campaign ID

> Latest Completed Message

ERD | ere | «wEOHLMI

> Date In
> Month In

> Yearin

&

> Date Out
> Menth Out
> Data Email Viewad

| * |eidos

o=

<
Change v Report W More V Reassign NoRsp  Finder  Print  Send

My Open Unbatched (Total 6,959 / 2,512 of 2,512 Selected) [ ¢+

Status

FREE & selaTest

M

Date In: 12/19/2020

Issue: Environmental

Subject: Pass the Stimulus! =
Bill: KR 897,118

>

Incoming Message:
Preview is not available!

#2 Approved E-Mail
Source: E-Mail
Date In: 12/26/2020
Issue: Environmental
Subject: Pass the Stimulus!
Bill: HR.897.118

A Inc

iing Message:
is not available!

43 Approved E-Mail
Source: E-Mail

Contact

Caseworker Kilgore
Incomplete Add
training@igservicedesk.com
OUT OF STATE

s

Jill € Tyson
Assistant Director of €
U.5. Department of Ju:
Federal Bureau of Investigation

935 Pennsylvania Ave NW, Room 7240

Lori Zeoli

Incomplete Address
Lori.Zeoli@leides.com

Outgoing

Assigned: Jonathan Kilgore =
Response: =
Salutation: FORMAL - Friend

Assigned: Jonathan Kilgore
Response:
Salutation: FORMAL - Jill

Assigned: Jonathan Kilgore
Response:
! EQBMAL  Eriongd

Row 1

ID 5000640
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