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Batching Messages

Market: House, Senate, Federal/State/Local

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 atime. 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 manage Bill Related Messages in 1Q. For instructions
on how to send responses to messages, see Sending Messages.

Creating a Batch

1. Navigate to Messages > Message Center > All Open Non-Campaign Messages.

Home Contacts ¥ Messages & Outreach v Services ¥ Library

Find Messages New Message Center

My Open Email Message All Active Bill Campaigns

My Open and Unbatched All Active non-Bill Campaians
My Recently Closed Form Letter All Open non-Campaign Messages
My Tagged Messages File All Active Campaigns

Contact Advocacy Center
All Open Batch

All Open and Unbatched  Attachment Uploads

Cnrial KAadin
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2. The search results are displayed. In the Filters pane, select the Batch Name: None.

Home Contacts v Messages ¥ Qutreach v Services ¥ Library v Events ¥ LegiStats v

O Filters (%) Messages » Results

Q Filter Text... © All Open Messages not in Campaigns (st Fitered Results) ®

Batch Name: Nonetld

@ Issue Code

O Subject Line O m Analyze Map Change e Send Q Print o Report Q More O S|

& Personal Tag

@ Response Requested?
Change Edit Contact Color Mo Response +Affiliation +Service Swap Contact View Reports Recent Activity Del

& E-Mail Lori Zeoli  (High) 4

: . ;
@ Has Inactive Email DateIn:  12/31/2020 1

& Age in Business Days

&> Outgoing Method

Incoming Outgoing
None None
@ Batch Name (1) Reply Change FEdit Contact Color MNoResponse +Attachment +Affilation +Service Swap Contact Reports Recd
None (51) nginion Lisa Quorum  (Low) q
HR.30.117 SUPPORT (11) 7991 Quantum Dr, Ofc 1 L

Date In: 1/3/2021

v Vi ia 22182-4069 VALl H
Issue: CFR - Campaign Finance Reform ienna, Virginia

COVID RELIEF (10)
TEST FORM LETTER JK2 (10)

NEW TEST COVID BATCH (1) Comments: This is an opinion record created from the Opinion Center.

3. Use either Filter Text, Issue Code, or Subject Line to find records that share these
attributes.
a. The Filter Text option runs a keyword search.

Home Contacts ¥ Messages ¥ Qutreach ¥ Services ¥ Library v Events ¥ LegiStats ¥

D Filters €3  Messages » Results
Q Filter Text. © [ All Open Messages not in Campaigns (1o Fitered Resuits) ©
Text: school¢7d  Batch Name: NonetTs

) Issue Code
) Subject Line

Q (N8 Analyze  Map Change Q Sende Printo Repnrto Moree
> Personal Tag

) Response Requested?
/ ONpge Edit Contact  Color NoResponse Forward  +Affiiation  +Service Swap Contact Reports  Recent
3 Age in Business Days
[> Has Inactive Email?

) Outgoing Method

John Kilgore  (High)

pate In [ fakejohnkilgore@fakemail.com

Issue: D - Budget and Economy, EDU - Educa... 118 Cherry Hill Ln

Laurel, Maryland 20724-1938 MD02

> Latest Completed Message Incoming

QOutgoing
= Batch Name (1) Subject: Open quur schools! I :ubjech Budget and Econol

b. The Issue Code filter allows you to sort by messages that have already been tagged
with issue codes.
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Home Contacts v Messages ¥ Outreach v Services ¥ Library v Events v
O Filters (%) Messages » Results
Q. Fitter Text... © All Open Messages not in Campaigns (o fiers

Issue Code: EDU - Education €3 Batch Name: Noneisy
@ Issue Code (1) O

EDU - Education (20)
| None(13)
| BUD - Budget and Economy
)
| JUD - Judiciary (10)
| COVID19 - Covid19 issues (10)

Q E Analyze = Map Change o Send Q Print Q Report Q

Reply Change Ed\ ct Color NoResponse Forward +Affiliation +Service Swap Contact]

| COVID- VACCINE INFO - o E-Mail Julia Quorum  (High)
COVID- Vaccine Info (3) DatelIn:  1/24/2021 3,HS;LOWI;abellal@gmai\-corrv
| COVID - CDV_ID Relief Bill (2) Issue: BUD - Budget and Economf}, EDU - Educa... Mngtsrf’ V':gima 292014207 VAG
| CFR - Campaign Finance
c. The Subject Line filter sorts by messages with identical email subject lines.
Home Contacts v Messages ¥ Outreach v Services ¥ Library v
Q Filters € Messages » Results
Q Filter Text... © “ All Open Messages not in Camp

Subject Line: Open up our schools! €13 Batch Name: Nonetld
@ Issue Code

@ Subject Line (1)

None (20)
Please stand for justice! (10)
Open up our schools! (10)
[ Pay our teachers more! (10)
Regarding Privacy Release
Form (1)

| e (EC 8 Analyze Map Change Q Send 0

Reply Change FEdit Contact Color No Response Forward -+Affiliation|

@E-Mail Julia Q4
Date In:  1/24/2021 [stram

Issue: BUD - Budget and Economy, EDU - Educa... 3123 Leg
Arlington|

@ Personal Tag

O Response Requested? Incoming

Subject: Open up our schools!

5005788.eml

@ Age in Business Days

AN o T cbi Donnild

4. Click the box to select all the records. In IQ, this is the check box to the left of List.
Select Change > Data.
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tactsv¥  Messages ¥ chv  Services¥  Library¥  Events¥  LegiStats¥  Admin Vv
O Filters €3 | Messages » Results
Q Filter Text... © = All Open I\/Iessages not in Campaigns (10 of 10 Filtered Records Selected) ®

Subject Line: Open up our schools! €24 Batch Name: Nonefld
€ Issue Code

Q Subject Line (1) E Analyze Map [ Change 5 ISend 0 Print o Report O More @ Sort: Date In / Date Creat

None (20) Ta
Please stand for justice! (10) m
Open up our schools! (10)
Pay our teachers more! (10) Reply Change Edit Contact Color N g::‘::d Data N +Service Swap Contact Reports RecentActivity Delete
Regarding Privacy Release @ E-Mail AT uorum (i) Status:  Approved E-Mall
Form (1) Dateln:  1/24/202% Duplicat nisabellat @gmail.com Assigned:  Jonathan Kilgord
: uplicates e Hw Response: None
& Personal Tag lesue:  BUD - Budget and Econ gy v, Virginia 22201-4207 VA8
. Delete
© Response Requested? Incoming Add to Service Outgoing
3 Age in Business Days Subject: Open up our schools! Add Discussion Subject: Budget and Economy
£005708 ol None

5. Abest practice is to select All Active Unlocked before selecting Add New to determine if that
batch name already exists. Select Save.

Change Data

10 of 10 individual messages may be changed.

Comments
" |Update if empty |Remove Existing — Add to existing
Tssues ||, £ou - Education +
__|Remove Selected Issues __|Remove All Other [ssues _|Remave All Issues
Related Bl o o+ | seleatoin
AssignedTo | .o kigore x |¥ History -
Outgoing Method
tgoing E-Mail * |7 salutation N
Letter Name | o0 e L eaming K-12 v 1 - M New Letter Remave Letter

Batch Change () Mo Change All Active Unlocked My Active Unlocked @ Add New ) Remove Current ) Undo

Batch Name ‘Ccvid School Openings ‘

Change Status l Complete as Duplicate if Not the Latest Duplicate in the Household and Approve the rest v |

Next Action @ Save  DupCheck (" Send Email (" PrintDraft " Preview  Final < Gopy (. Label ( Envelope

noel Advanced Options

EdConfirm before saving
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Searching for a Batch

1. There are 2 ways to find a batch.

Option 1- Filter
Navigate to Messages > Message Center > All Open Non-Campaign Messages.
In the Filter pane, select Batch Name and click the batch name.

Q Fiter Text... © “ All Open Messages not in Campaigns (

[) Issue Code V) E Analyze Map  Change & Send & print &

[> Subject Line

) Personal Tag

) Response Requested? Change Edit Contact Color NoResponse Approve Denied Approval ~ +Attachment
' Recent Activity  Delete

Age in Business Days o

D Ag 24 @ Opinion Tom Quorum (kg

. f training@iqservicedesk.
? .

) Has Inactive Email? Date In:  12/23/2020 7990 Quantum Dr, Ofc

Issue: EDU - Education, COVID - COVID Relief Bill irqini
i : Vi , Vi 22182
D Outgoing Method ienna, Virginia

Latest Completed Message

Incoming
D Batch Name O None
| None (41)
| HR.30.117 SUPPORT (11) Change Edit Contact Color NoResponse +Affiliation +Service Swap Contact  Viey
| COVID SCHOOL OPENINGS QE-MaiI Lori Zeoli; sty

(10)

Option 2- Messages Module
Navigate to Messages > Utilities > All Active Batches

Click the link of the batch name.
l \

Home Contacts v Messages Outreach v Services V¥ Library v Events v

Find Messages New Message Center Utilities

My Open Email Message All Active Bill Campaigns My Active Batches
My Open and Unbatched All Active non-Bill Campaigns All Active Batches
My Recently Closed Form Letter All Open non-Campaign Messages

My Tagged Messages File All Active Campaigns All Message Sets
Contact Advocacy Center Non-Deliverable Email

All Open Batch Recently Disabled Email
All Open and Unbatched Attachment Uploads

All Open and Unassigned  Issue Tally Social Media My Message Lists

All Recent Opinion — . Codes

Pending Social Media
Social Media Center

All Recently Closed Printers

Reports
My Tagged Reports

Opinion Center Text Messaging

Advanced Search Pending Text Messages

Search All Text Messages
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The illustration below provides best practices on managing messages from a macro and micro level approach

in 1Q.

First, manage bill-related messages as this will allow you to also manage all the campaigns associated with a
bill. Thus, you are reducing the number of campaign messages (which tend to have the highest volume of

message records in 1Q) at the same time.

Second, manage campaign messages by combining those that are similar in nature. Thus, you are reducing
the number of campaigns to manage and to respond.

Finally, manage individual messages as these are the type of messages that have lower volume of records in

Q.

1
Bill Related Messages

1. Sort all Bills according to how you
want to manage them (i.e. most
open messages, oldest, newest,
etc.).

Expand the information of a
specific Bill.

Create a Form Letter for each bill
position:

= Supports

= Opposes

. Undecided

Assign the Form Letter according to
the bill position. 1Q will
automatically create an active
Batch for this bill position.

Expand the information of the
Batch. Once the Form Letter for
this batch is approved, you can use
it to respond to all messages
associated with this batch or bill
position.
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2
Campaign Messages

1. Modify the Campaign title and
description, as needed.

Use Analyze Text to identify
messages in the Campaign that are
unigue and address them
appropriately.

Combine *campaigns that are similar
in nature.

Set the Response Rules for the
Campaign.

Enable Auto Send to automate your
responses to all the messages in this
Campaign using the Form Letter that
you selected in your Response Rules.

*1Q can be configured to automatically
combine campaigns that share similar
text. Contact the Office 1Q Consultant for
this configuration.
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3
Individual Messages

il

Use the Text Filter to find common
information among the messages.
A Best Practice is to filter based on
Issue Code or Subject.

Assign those filtered messages to
an existing Batch. Create a new
Batch, if needed. When creating a
Batch, a Best Practice is to assign a
Form Letter to the Batch so you can
use the Form Letter to respond to
all the messages in the batch at all
once.

Note: The Campaign Finder feature can
be used identify individual messages
that can be combined into a new
campaign. This approach reduces the
volume of individual messages and
allows the ability to apply campaign
rules and responses.




