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Creating a New Form Letter from a Custom Reply

Market: House, Senate

Description: When typing a Custom Reply to a Constituent, you may wish to save that reply as a
new Form Letter for future re-use. This guide walks through the process of accomplishing this.

1. Click on Reply for the Open Message you are typing your Custom Response to.

=R 20 All Open Messages v find
Q) € choge v Repotv MoV Baich  Resssign NoRsp  Finder  Print  Send O Row 1-ID 5059716
E = All Open (Total 28,669 / Filtered 27,890 ) [+ ByDateln (Dese) v | 4p = &
Q vl Status Contact Outgoing Approved Assigned to Joy Betaharon
— . Date In 7/16/2025
sl [FEepsesans R
# Approved Ms_loan Roque Assigned: loy Betaharon = Ms. Joan Roque =
= Source: E-Mail Incameleie Address Response: = Please help me expedite my passport|
Date In: 7/16/2025 Salutation: FORMAL - Ms. Roque Incoming ContactInfo Discuss. Logs

N Subject: Please help me expedite my [user o) - .

L & passport! = Source: E-Mail

0. A Incoming Massage:
= Iam traveling overseas in 2 weeks. Thank you. (| OutlookMsg_Joy Betaharon20250716_160053.eml [
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22 Approved E-Mail Dr. Evan Quorum Assigned: loy Betaharon Incoming M
Source: E-Mail 1900 Half st SW Response: H ncoming Message
== Date In: 6/12/2025 Washington, DC 20024-3300 DCO1 Salutation: FORMAL - Dr. Quorum Subject; Please help me expedite my passport!
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30 Issue: Issues with interest rates evenguorum@lokema m:” » .

/= Subject: Interest Rates ter Subscriber; Prefers French; T am traveling overseas in 2 weeks
= ~Thank them for their service

A Incoming Message: Thank you
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=3 Source: E-Mail 8174 Cockburn Ct Response:

£ 6/12/2025 Lorton, VA 220792915 VA11 Salutation: FORMAL - Roger
Cell: *(202) 321-3732"

No Response  Batch  Assign Letter e
Issue: Issues with interest rates

Print Edit Contact ===
Subject: Interest Rates
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2. Click on Custom Reply and type out your response.

Response More Preview

Comments
A To From
. Cc/Bec -
Method Out
Subject E-Mail v
. Assigned To
[ssues ¥ Joy Betaharon Xv £

Form Letter >*Q Limit to Codes & O (e i Include History

Add Discussion Message...

I am traveling overseas in 2 weeks.

Thank you.
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3. Type out a name for your new Form Letter under Letter Name, then click on Save as New

Form Letter.

Response More Preview
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Subject E-Mail ~
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Letter Name (]
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New Custom Form Letter JK - .
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Here's my custom response | want to save as a new form letter! |
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Save & Close
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Approve  Request Approval Deny Batch Preview Color Swap Contact Edit Contact | Save as New Form Letter]

Qutgoing Copy

4. A confirmation page will appear. Click Continue.

Save as New Form Letter

New Form Letter Name

New Custom Form Letter JK
Convert this custom letter into a new form letter and assign that form letter to this message

record.
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i

5. Your New Custom Letter has now been saved as a new Draft Form Letter. Note that this letter
will have to approved in order to be sent.
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On Hold Message for Ms. Joan Roque
Response More Preview
A o E— Comments
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Method Out
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Assigned To
e ¥ Joy Betaharon X 4
Form Letter Customize Letter [ Include History
New Custom Form Letter JK (D) X 'y Limit to Codes
Add Discussion Message.
Here's my custom response | want lo save as a new form letter!
Jonathan Kilgore | Leides =
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W

Top of Page

Page 3 of 3
Leidos proprietary 2025
This information may not be used, reproduced, disclosed, or exported without the written approval of Leidos.



