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Requesting and Granting Approval of Messages

Market: House, Senate

Description: In IQ, customized messages may require additional approval. Approvers are notified
via alerts regarding requested approvals and requesters can track the status of their requested
message approvals. This guide will show you how to request approval, find messages needing your
approval, and approve messages.

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

Managing Messages that Need Approval

Requesting Approval for an Individual Message

1. Navigate to the My Inbox application.

Click on the Message record.

Click on Request Approval and choose your approver.
Click Update.
= £ DS = - -

2.
3.
4,

& My Inbox Change V  Report V' More V  Batch  Reassign NoRsp  Finder  Print Send ) Row 1-ID 5059775
E s & = My Open Messages (Total 22,977) ¢ ByDateln (Desq) V| 4 ]
. On Hold E-Mail Assigned to Joy Betaharon
Q > My Favorite Views ] v Status Contact Outgoing Date In 8/1/2025
(] s /rx@me @28
—  MyAlerts (17 - — SR ()
N v Alerts (17) #1 ; | Mr. Alek Quorum Assigned: ., .. 2T Mr. Alek Quorum &
& Announcements (10) st BTy Response: Customized Staff Summary Contact Info Discuss Logs
D Tafﬁe‘ Signature Template - Joy test =
My Issue Areas (6) leidoskmteam @gmail.com vis Source: B To: |
04 Newsletter Subscriber; Veteran - ¢ e conntal - M. Opinion leidoskmteam@gmail
=" Qutlook Messages (17) Thank them for their service *
- Quorum Comments: .com
No R f
@ My Open Messages Ex] NoResponse Added as opinion From:
— (2297 & Batch -] & Congressman John
= . » Quorum”
All Open Messages O bl <DistrictServices@tra
82 (28,661) #2 Reassign Christy Quorum Assigned: 70 ining.Imhostediq.com
Incomplete Address Response:
= Preview o " ) >
T All Open and @, m FORMAL - Christy .
= . . Letter Name:
Unassigned Messages @ Add Service Newsletter Subscriber; Veteran - Customized Staff
<] & Quckr Thank them for their service ustornized >tal
e All Open Unbatched (O S [
Messages (22,101) O Color Edit Approve NoResponse Batch e
#3 Christy Quorum Assigned:
My Messages Granted St Roniect Incomplete Address Response: Assign Letter  Preview  Edit Contact =sm
Approval (2) 2 Fdit Contact i ilcom c cemiconninl ciiia
Message Status Update b4
New Status Request Approval
By
Cancel

Page 1 of 2

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



44\: Intranet Quorum ‘ * |eidos

Managing Messages that Need Approval

1. Navigate to the My Inbox application.
2. Click on the Messages Needing My Approval view.

3. Click on the message, review it in the Summary tab, then click Approve or Deny.
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