
 

Page 1 of 15 
Leidos proprietary 2025 

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

Replying to and Sending Messages  

Market: Federal/State/Local, House, Senate  

Description:  IQ provides the flexibility to send messages from different sections of the tool.  These 
instructions teach the users how to reply and send IQ messages using Form Letters or customized 
information.  

 

Click the following links to be brought directly to the subtopic: 

Sending a Basic Email Message 

Sending Messages from a Contact Record 

Sending Messages from a Batch 

Sending Messages from a Campaign 

Sending Messages from a Bill 

Replying to a Message using a Form Letter 

Replying to a Message using Custom Letter 

Processing Messages Without a Response 

Enabling Auto Send for Batches, Campaigns and Bills 

 

Sending a Basic Email Message 

1. Click on the Messages module, then click New > Email Message. 

2. The Send Message window appears.  
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• Select the From email address if you wish to use a different address than the system 

default. 

• Search for the Name, Preferred Address, Primary Home Phone, Email Address, or 

Contact ID in the To: field to locate the Contact record for the recipient of the email. 

• Type up to 40 email addresses in the CC: field. 

• Type a Subject. 

• Click the  icon to attach documents. The expanded dialog box allows you to drag and 

drop files or browse files from your workstation. You can also attach files from the IQ 

Library. 

 
  

3. Type the content of the message. 

4. Click the Send button when ready to submit. 

 

Sending Messages from a Contact Record 

1. Search an existing contact by clicking Contacts > Find Contacts> Find or Add a Contact. 
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2. Once a contact record has been identified, expand its details be clicking the + sign. 

 

 
3. Click Actions > New Form Message to respond using an existing Form Letter. 

Click Actions > New Custom Message to respond using a Custom Message.  

 
 

4. The Message window is displayed.  
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• In the Message record, select the Outgoing method. 

• The From and To fields default from the Outgoing Method and the recipient's Contact 

record. 

• Use the CC/BCC link to open options to enter CC and BCC email addresses.  You can 

press the space bar in the CC and BCC field in the Message record and display the primary 

email address for the recipient's Contact record followed by the list of other email 

addresses in the database. 

• Type a Subject if the message will go out by email. 

• Add Attachments if you would like to include an outgoing file with an email.  Attachments 

are not printed with a Message going out by Postal Mail, but it can be useful to attach the 

file for historical purposes. 

• Enter Issue Codes.  For non-Service-related Messages, Issue Codes can be critical.  Issue 

Codes can be tracked for analysis.  Form Letters can be assigned Issue Codes so that 

locating a response is much easier. 

• Select a Form Letter.  You can either begin typing text from the Form Letter name in 

the Form Letter field or use the  icon to open a list of available Form Letters sorted by 

Issue Code. 

• Add the Message to a Batch.  In most offices, this is the last step when assigning a Form 

Letter response.  If you wish, you can Send or Print the letter using either 

the Send or Print button, however most Messages are reviewed in the Batch and printed 

or sent once the review is complete. 

 

Sending Messages from a Batch 

 

1. Click Messages > Utilities > All Active Batches to find the appropriate Batch. 
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2. Click the Change Pending, Change No Letter, or Assign Response button to assign a 

Form Letter to the messages within the Batch. 

 

3. Click Send Email or Print Letters to send your Messages and close out the Open 

Messages in the Batch. 
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Sending Messages from a Campaign 

1. Click Messages > Message Center > All Active Campaigns to find the appropriate 

Campaign. 

 

2. Click the Assign Response button to create a placeholder letter to edit and send later or 

select an existing Form Letter.  

a. *Note: If there have been campaigns similar to the one you are creating a response for, 

IQ will Suggest a form letter and issue codes based on past use. 
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3. Click Send Email or Print Letters to send your Messages and close out the Open 

Messages in the Campaign. 

 
 

Sending Messages from a Bill 

 

1. Click Legistats > Bills > Bills with Open Messages to find the Bills you would like to send 

Messages from. 

 

2. Click Assign Response to create a placeholder letter or assign an existing Form Letter to the 

Open Messages.  
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a. Note: You can assign response based off of Bill position. Please see Bill Related 

Messages in IQ to learn more. 

 

 

3. Click Send Email or Print Letters from the Batch you created for the Bill or click to send your 

Messages from the Message list result screen. 

a. *Note: You can also enable the Auto Send rule from the Bill itself. See below for 

instructions.  
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Replying to a Message using a Form Letter 

 

1. Locate the incoming Email message in a Messages List View. 

2. Click Reply. 

 

3. Select your outgoing response method. 

4. Select your From email address. 

5. Confirm the email in the To: field is correct and add any additional emails to the CC and 

BCC fields. 

6. Type in a Subject. 
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7. Click the paper click icon in the Attachments field to add outgoing attachments to the 

reply. You can also drag and drop files into the field. 

8. Type any Issue Codes related to the message into the Issues field.  

9. Select from the drop down in the Form Letter field the Form Letter you will be replying 

with. Note: you can also type ahead the Form Letter title or click the icon to find the 

Form Letter. 

10.  Select a Batch in the Batch field if necessary. 

11. When you are ready to send the email, be sure that the Status is Approved, and use 

the Send button.  

a. Note that if you click Include History the Incoming Message you are replying to will be 

included as part of your reply. 

 

Replying to a Message using Custom Letter 

1. Locate the incoming Email message in a Messages List View. 

2. Click Reply. 

3. Select your outgoing response method. 

4. Select your From email address. 

5. Confirm the email in the To: field is correct and add any additional emails to the CC and 

BCC fields. 

6. Type in a Subject. 

7. Click the paper click icon in the Attachments field to add outgoing attachments to the 

reply. You can also drag and drop files into the field. 

8. Type any Issue Codes related to the message into the Issues field.  
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9. Click Customize to type out a custom response using your default Custom Letter Format. 

a. Make sure to choose your default Custom Letter Format in your Preferences under 

Messages. 

 

10.  Select a Batch in the Batch field if necessary. 

11. When you are ready to send the email, be sure that the Status is Approved, and use 

the Send button.  

a. Note that if you click Include History the Incoming Message you are replying to will be 

included as part of your reply. 

 

 

Processing Messages Without a Response 

1. Locate the incoming Email message in a Messages List View. 

2. Click No Response. 
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3. The Message is Completed and no response is sent. 
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Enabling Auto Send for Batches, Campaigns and Bills 

Batches, Campaigns, and Bills all allow for the Auto Send option to be enabled so that IQ will send 

the Messages for the user in the background on a specific day(s) and time of the users choice. Note: 

To use Auto Send you must have the Security Permissions to do so. Talk with your IQ 

Consultant to learn more. 

1. Click Enable Auto Send next to Modify Response. This option will appear for Batches, 

Campaigns, and Bills as shown below. 

 

 

 

2. Select which day(s) of the week and time IQ will send the Messages. 

3. Select a number of hours old the messages must be to be eligible for Auto Sending (the 

default is 2 hours). 

4. Click the field next to Stop automatically sending messages on: to choose a calendar day 

that the Auto Send rule will stop. Leaving it blank will have IQ run the Auto Send rule 

indefinitely.  
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5. With Auto Send enabled, IQ will send the Approved Form Letter based on the rules set on this 

screen. These rules can be modified at any time.  
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